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ABSTRACT 
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Chapter I 



♦ 



An Introduction to Microcomputers 



Purpose: 



The purpose of this chapter is to assist the student in 
understanding some basic information and concepts about micrcoaputers, 
particularly as they relate to the small business operations of a child 
care facility* 
Objectives; 

After completion of this chapter , it is expected that the student 
will be able to: 

1* Describe electronic technological developments as an 

increasingly complex phenomenon related to rapid information 
processing and the need to perform routine tasks quickly and 
reliably. 

2. Relate the administrative tasks of a child care facility to a 
time-management plan. 

3. Demonstrate an understanding of the current impact computers 
have already had on our society. 

4. Deal with any problems in cyberphobia which prevent use of a 
microcomputer. 

5. Define what a computer is and what basically a computer does. 
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6* Utilise the basic decis ion-making process necessary in selection 
of appropriate software and hardware for one's own small busi- 
ness operation. 
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Learning Experience 1 



Technology end the Information Exp lot ion 

The student will: 

1. lead this learning experience in order to develop tone know- 
ledge in understanding electronic technology at en increasingly 
complex phenomenon related to rapid information processing and 
the need to perform routine tasks quickly and reliably. 

2. Complete the assignments as specified. 

Introduction 

Along with the current popularity of the "personal computer 11 has 
come a great many books and magazines designed to enlighten one in the 
seemingly mysterious ways of the "Computer Age. M Many authors taXk about 
a computer revolution. Their writings tend to imply, with various 
degrees of foreboding, that to be left on the sidelines of this 
revolution is to be condemned forever to a level of computer literacy 
akin to watching preschool children score millions of points against 
invaderg from the planet Kongo on the new computerised arcade games • 

One need not fear any impending or ongoing computer revolution. 
Computers have become quite M user friendly. 11 In the beginning, of 
course, one had to have specialized knowledge of computer languages. 
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How, however , the ptoplt who know how to program computers have done all 
that work for tht "uetr." Htnct, a "uttr fritndly" computer! 
Living with lltctronic gadget; 

Tht computtr it actually a tophitticattd lata tntry of tht Machiut 
Agt. For gtntretiont now, tht civilistd population hat bten ablt to 
ad jut t quitt tuccttafully to tht ntw machines our ttchnology hat 
productd for ut~typtwrittrt , copy machines, automobiles, projtctort, 
tltctric lights, automatically optaing doors, to name a ftw. 

Most of tht Amtrictn population hat become quitt uttd to tht rapid 
changtt that ttchnological advanctt havt provided for our .culture. 
Remember tht ytars ITV—that it, Itfort Ttltvisioo. It took television 
at an entertainment font lttt than a dtcadt to become a popular threat 
to tht movie indue try. In 1946 thtrt wtrt only 10,000 host T.V. tttt; by 
1951, thtrt wtrt 12,000,000 tuch tttt. That it an avtragt of 36,000,000 
ptoplt ttaying hoot to watch "Hame That Tuna 11 rathtr than go to tht 
local writ thtatrt. Ttltvition changtd tht liftttylt of tht avtragt 
American. For tht final tpitodt of a popular night-time toap opart, 
Americans ttopptd partite in progress to that tht gutttt would not mitt 
out on tht thtnanigant of thtir favoritt villian or htroint. 

Ttltvition, itttlf, hat changtd contidtrable in tht latt dtcadt. 
With the coming of cablt ttltvition, ont can now watch twenty-four hour 
newt and wtathtr reports, shop at home, or participatt in tht tltctronic 
classroom. 

What it it that tltctronic machines do? Why do wt nttd them? 
Inventort developed machines— electronic, gat, electric— in order to 
tave time and human labor. A machine it merely an instrument detigned to 
trantmit or modify tht application of power, force, or motion 
(Webettr's' Stvtnth Mew Collegiate Dictionary ,1966). Look at radio. 

Stu-I-4 

r 11 



ERIC 



Tht radio it a machint that gathtrt thia unique form of sound and putt 
it back into a form which tht human tar can gathtr tad send to tht 
brain. In thit way , tht radio (and indttd p tht wholt broadcasting 
network) becomes nothing sort than a mechanical extension of tht human 
tar. 

A machint, than, it actually an extension of a human ttatt 
mechanism or physical ttrtngth or skill. Vhat happtne in today's world 
if tht Prttidtnt of tht United Statta wiehte to addrtss tht tatrican 
People? On* nttd only turn on tht television stt at tht proptr tint to 
rtctivt tht Prttidtnt' a mastagt and visual liktntss at tht very tint tht 
address is btiag given. A gtntration ago, ont could havt htard tht 
Prttidtnt on tht radio; btfort that, tht ttnt of tht Prttidtnt 9 a apttch 
would havt bttn ttlagraphtd across tht country to apptar in print in 2ht 
daily ntwapaptr only hours afttr tht spttch was given. Poor Prttidtnt 
Washington! His spttchts had to bt printtd on a prtta uaing human muscle 
powtr, plactd in a Itathtr pouch and carritd by horttback throughout tht 
land. What a conaidtrablt changt, aa modern Mtricant stt and htar tht 
Prttidtnt as ha actually speaks. Mae hints, thtn, art truly tit tns ions of 
tht human atnat nechanisme. Ont can att also in thia example how our 
ttchnology haa alao provided for nort rapid information procttting with 
dtvicta auch aa tht radio, television, and tht typewriter. 

Somt machines havt bttn labtltd >a labor- saving device* 11 because 
thty art machines that rtduct tht burdtn of rtpttitivt phyeical taaka 
which can only bt calltd drudgery. And no ont in thia modern world wanta 
to and up aa a drudge. Tht completely automatic washing machint, which 
replaced tht tltctric waahing machint with the rollers which, rtplactd 
the waahtub and scrub-board, wh^ch rtplactd tht flat atone 
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on the river 1 • edge — each advance vat a machine requiring leas human 
energy. Each new machine transmitted or modified power, force, or 
motion. Today, the dreaded task known at "doing the laundry 11 required 
few decisions involving physical labor — sorting the clothes , loading 
the machine, pouring in the laundry products — hardly enough exertion to 
tire the average five year oldl 

The labor saving machines of modern times are also known as 
"time-saving devices," for the task at hand is reliably and quickly 
performed. Actual time has been saved that can be used in more creative 
pursuits. If one has an acute case of "time- saving" , then the kitchen 
has such gadgets as the electric can-opener, the computerized 
coffee-maker (that will also turn on the kitchen T.V.) and the froxen 
cupboard is filled with ready-to-microvave waffles, prune danishes, 
pre-scrambled eggs and precooked sausage patties. One has only to make 
the pre-squeexed orange juice using, of course f the time-saving blender 
with ice water obtained from the automatic ice water spigot on the door 
of the automatic refrigerator (that's the spigot right below the 
built-in electronic clock and egg-timer). 

All of this is merely a reminder that if one is still breathing and 
reasonably sane in "modern times" then, a successful adaptation to the 
"Electronic Machine Age" has occurred. One need not fear any new 
technological advances nor remain illiterate to the purpose and workings 
of these new machines. This includes, of course, the microcomputer. 

As a member-in-good-standing of the Electronic Machine Age, 
complete the following exercise. Following is a list of mechanical 
marvels that extend human senses or physical strength and skill. By 
each taachine indicate what the task of the machine is and how it saves 
time and labor. Also, indicate the times saved by using the machine 
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vcr»u» attempting to do the task in a more primitive manner. The fir»t 
one it done for you and an example. 



M A PU TUT 


TASKS PERFORMED 


wraur v Am aw* 

EXTENSION OF 


TIME SAVED 


Automatic 


Providet correct 


Extendt human 


cuts tatk by 3/4 


father 


water temperature ; 


mutcle power 






timet the vath; 








mixet laundry 








toap; removes 








excett water and 








ttopt automati- 








cally. 







Telephone 
Microwave oven 
Electric typewriter 
Microcomputer 
Electric calculator 
Pertonal aut omob i 1 e 
Tape recorder 
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MACHINE 


TASKS PERFORMED 


EXTENSION OF 


TIME SAVED 
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The Information Explosion 

Our marvelous electronic machines are not just time and energy 
savers that provide us with more leisure. Our culture has also 
experienced an information explosion. In order to make appropriate 
decisions, a greater quantity of information is needed than ever before. 
More rapid changes in information are occuring. Suppose one wishes to 
make budget projections as accurate as possible for the next year of 
operation of a child care center. Having nearly completed this task, one 
learns that the price of two dietary staples — dairy products and 
fruits — are expected to rise by 15Z each within the next two months and 
remain at the new price levels throughout the coming year.- How will this 
increase affect the projected budget? How will it affect the profit 
margin of the center or operating costs? Is the increase enough to 
warrant a price increase for the service provided? Where can one make 
cuts in the budget to absorb the food cost increase without charging 
more to the clients? 

Changing one set of figures requires other changes throughout the 
budget projections. Just as one is about to complete this heart-rending, 
hair-pulling task, the Federal Government announces an increase in 
minimum wages to be effective by the middle of next year! Now, one has 
to start all over again. Too much information too rapidly would seem to 
make the development of a planning budget a useless task. However, if 
the budget planning process uses a microcomputer, then these and other 
modifications can be made almost painlessly. With the appropriate 
software microcomputer programs (which, of course would be "user 
friendly 11 ), this problem-solving task can easily be managed by the child 
care center administrator. 
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Problem-solving technology hat gone hand- in-hand with the 
information explosion* Indeed, tome problems in today's world cannot be 
solved without the use of computers* Thus, the computer is the capstone 
in problem-solving technology* 

To understand the history of human problems and problem-solving 
technology it is necessary to take another detour into history* When the 
human family began living in large groups , there developed a division of 
labor* Some people continued to produce foodstuffs and were called 
farmers and herdsmen* Others produced necessary implements and 
decorative items and were called artisans and craftsmen. Still others 
began to consider the problems that needed to be solved for large 
numbers of people to live together successfully and were called 
politicians and bureaucrats* 

One of the basic problems to be solved was to assure that the 
population had enough food. How much to store against famine? How much 
land to cultivate? How much grain to save as seed? Therefore* some vise 
soul began to count the amount of grain that could be produced on a 
certain amount of land* Numbers became important as well as standards of 
measurement* 

This early Secretary of Agriculture needed an accurate and quick 
way to count so that he could relate population growth to quantities of 
grain needed* Thus, some mechanical form of calculation beyond finger 
counting and piles of stones was needed* Besides, it was rather 
.difficult to keep transporting the large piles of stones from the fields 
back to his office for calculations. So he invented the abacus, a 
mechanical "number cruncher. 11 With the abacus, a person can take a great 
many numbers and perform complex calculations with them. (This is about 
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all that the computer doe» as well — it it, first of all, a number 
cruncher, but the computer does this task at unbelievable speeds*) 

Today, the U.S. Secretary of Agriculture could not perform his 
duties on a national scale without assistance from computers. Re needs 
data projections from the National Weather Bureau, accurate accounting 
of how much available land will be cultivated in corn, wheat, rice, 
etc., as well as production cost projections, and on and on* If his 
projections are wrong and there is an overabundance of corn, then the 
price of a bushel of corn drops below what it costs the farmer' to 
produce it. Then the government has to use tax dollars to buy up and 
store the extra grain and provide price supports to the farmers to not 
grow com the next year! 

In almost every sphere of human activity the amount of data needed 
to solve problems has expanded so rapidly that the human brain needs 
assistance to produce reliable and valid decisions. This is where the 
computer comes in as the capstone of the problem-solving technology • 
Some of today's problems cannot be solved at all without the use of 
computers. For example, when the American astronauts were about to land 
on the moon, the on-board computers handled a large quantity of 
information and processed it rapidly to correct the moment by moment 
downward movements of the landing module. Without this rapid and 
accurate information processing, the moon module could not have 
successfully landed. The problem can be stated in words very simply — put 
the moon module down safely on the moon's surface. But vast amounts of 
information had to be fed into the computer so that very little time 
elapsed between analysis of the data and corrections in the speed and 
trajectory of the vehicle. This was a task no human could perform 
accurately or quickly enough to fissure a safe landing. Thus, the 
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computer was a neceaaary problem-solving tool that made the moon landing 
possible. 



machinea impact our ability to aolve problem*. Problem-aolving in 
today 1 a would ia made more complex by the rapid increaae in information 
neceaaary to aolve problema and by the rapidity with which that 
information change*. The computer allowa ua the capacity to rapidly and 
reliably deal with the ever-increaaing information needed to make the 
beat poaaible decisions. 
For Further Reading 

The abort bibliography printed below will extend the reader'a 
knowledge of the topics presented in thia learning experience* 

Dehen, J. The Electronic Cottage New York: William Morrow, 1982. 

Weizenbaum, J. "Once More: The Computer Revolution." In The Computer 
Age: A Twenty-Tear View, ed. Dertouzoa, M. and Moaes, J. Cam- 
bridge, Mass.: MIT Preaa, 1979. 

McVilliams, P. The Personal Computer Book Loa Angeles: Prelude Press, 



If you have not already nor' -ed, the major microcomputers on the market 
today all have one or more magazines devoted to them and their users. 
With little effort these magazines CAN be fun reading! 



Summary 



Our technology haa provided ua with a great many machines with 



which we are able to aave time and human energy. One apecial group of 



1983. 
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Learning Experience 2 



Probleat , Data, and Time Management in Child Care Administration 



The student will: 

1* Relate the administrative tasks of a child care facility to a 
time management plan* 

2. Explain the value of a microcomputer for chid care center 
business operations • 

3. Read the following material and complete the assignments* 

WW Ww M WWW W 

The administration of a child care facility usually begins as a 
one-person operation with a teacher designated as assistant director to 
handle routine matters in the absence of the administrator* In large 
communities, the multi-facility child care operation has recently come 
into being* Whether one does or will operate a single facility or serve 
as a central administrator of a number of child care facilities, there 
are essentially three elements to be managed* In the business world 
these are traditionally known as time, money, and people* As an efective 
and efficient administrator of a child care facility, one must 
understand that efficient use of time — a time management plan — is 
essntial to effective administration. In order for a child care business 
^ Stu-I-13 
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to continue to exist, effective planning it necessary. From a business 
standpoint, planning is concerned with: 
1* setting goals and objectives and 

2. determining the approach by which the goals and objectives 
art to be accomplished* 

A tine management plan is one that indicates the order and 
frequency with which certain management tasks must be performed. The 
outcome of this planning process is to see that all necessary tasks are 
performed, particularly those which are prerequisite to more complex 
tasks. Without an effective time management plan two things are likely 
to occur: 

1. tasks will take more time to complete than is actually 
necessary , and 

2. some tasks will be poorly done or left incomplete. 

The following assignment is designed to help the child care 
administrator develop an effective time management plan which is 
prerequisite to determining the need and uses for a microcomputer. 

The following steps should be completed in the sequence presented: 

1. Make several copies of the form which appears in Figure 4 
in this chapter. 

2. Label copies of the form for recording daily, weekly, monthly, 
quarterly and annual or yearly tasks. 

3. List management activities according to frequency; for example, 
on the daily taak sheet one might have "compile attendance 
reports 11 in the task column. 

4. Provide a short explanation of how a specific task provides 
information needed to complete other tasks; for example, 
attendance data may be used to prepare customer bills. 

^ Stu-I-14 



Figure 3 presents some task examples. When this assignment is 
completed, be prepared to share your results with other class members. 
How many of the tasks listed were routine clerical ones? Did others list 
tasks you actually perform but failed to mention? How much of 
administration time is really devoted to clerical duties? 
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lifted rtquirtd routine clerical duties? How such of your time as an 
administrator is actually spent doing clerical tasks? 



TIME - MANAGEMENT PLAN 
FOR CHILD CARE FACILITY 


FREQUENCY 


TASK 


PROVIDES DATA FOR: 


TIME 

REQUIRED 


Daily, 

• 


1. Collect t record 
attendance 

2 . Trso t por ta t ion 
report 

3. Check equipment and 
supplies 

4. Supervise staff 

5. Communicate with 
prospective 
customers 


1. Customer billing, 
long-range plan- 
ning 

2* Income tax data 
revised transpor- 
tation schedule. 

3. Safety needs, 
reorder supplies 

4. staff training 
needs, promotion 
considerations, 
salary increase. 

5. develop vaiting 
list, long-range 
expansion planning. 





Figure 3 
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TIME " MANAGEMENT PLAN 



FOI 



CHILD CAKE FACILITY 



FREQUENCY 

Wttkly, 

aoothly, 

quarterly 

y««rly 



TASK 



PROVIDES DATA FOR: 



TIME 

REQUIRED 
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Ifov, go back over the task analysis thefts aod put a check by any 
taaka that sight be taaitr hand ltd using a microcomputer. What 
ptrctncaga of tasks on a daily basis could be dona on a computer? Wttkly 
tasks? Monthly, quarterly, and yaarly tasks? 

Look over tha task analysis and put an H X H by thosa tasks that 
usually do not gat dona fully f ara usually dona poorly, or do not gat 
dona at all. Usually, thaaa taaks will ba tha "psopls interaction" kinda 
of tasks such as staff supervision. Too often, tha child cart 
administrator is so boggad down in paperwork that sha/ha cannot fully 
attend to tasks such aa supervision and curriculum development. 

Ba prepared to write a short paper about the task analysis 
assignment and turn it in to the instructor. Include any ways that might 
have been discovered to batter manage available time. 
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laaraiag Ksaariaaca 3 
Aaaltaiaa taa Micraceaaatar for a CaiU Cara luiiitii 

aaattatat 

Tha studaat will: 

K Aaalysa aat'a own aaad for a ticrocMputtr 

2. Analyst tha risks iavoWsd in acquiring * aicroco^ptitar 

3a Ctaptrt tad eettrut thr aa ticrocaafutar hardwara ayataaa 



Is tab lit hit a t Cfauttr furchata iaaalita 

Planning is tht kny to t succassful cooputtr utilisation. What ara 
tht probltas uaociitiJ with gat ting t cooputtr? With using oil 
•uccassfuiiy? Will tht cotfutar rtally ssva softty in tht long rant 
Will l> aa t child ctrt adainiatrator, rtally ht sbla to uss t 
•ierocoBfuttr tfftctivtiy in my hut into at Thttt ar<* tout of tht 
qutttioot thtt should b« ttktd htfort dtciding to purchtst t 
aicrocoaputar. It it alaaat iatottiblt to ttttnd t cooftrtnct or 
convtntioo of child ctrt tptcit lists or rttd t journal in tht fitld of 
*chid ctrt without noting toot rtftrtnct to nicrocoaputtrt « 

Thart it no assy procttt by which oat say inatall a aicrocoBputtr 
in oaa 1 * butinttt* Tiaa and af fort will ba raquirada Tha quaatioa out 
Mat answar ia siaply this: Is tha child cara adainiatrator sad othar 
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staff willing to spend the tine end effort to install a microcomputer 
and to change the way routine tasks are performed? 

One question often asked by small business owners is, "Isn't the 
computer too complex for my business? Recall the first learning 
experience in this chapter. Obviously, all of us can use a television 
set or a microwave oven. Few of us, however, know how these electronic 
gadgets work. It is not necessary to know how a television works to get 
use out of it. In many ways, this is also true of the microcomputer. The 
child care administrator needs to become a microcomputer "user" not a 
technician or programmer. Many people are reluctant to cone face-to-face 
with a computer. "How can I touch something that can put people on the 
moon?" One should neither overestimate nor underestimate what a computer 
can do. Throughout this book, the functions and limitations of the 
microcomputer will be discussed in an attempt to demystify it. 

One of the primary tasks of a child care administrator is to employ 
appropriate staff. The same questions one asks in employing a child care 
worker can be applied to "hiring 11 a microcomputer. These are: 

1* Define the job the microcomputer is expected to perform 

2. Get a microcomputer with the appropriate skills for the jobs to 
be assigned to it 

3. Determine the level of performance expected of the micro- 
computer 

4. Determine the amount to be paid for the microcomputer in rela- 
to the desired level of performance 

All businesses produce products. The ultimate product cf a child 
care facility is quality child care. But as a business there are many 
other intermediate products that must be produced if quality child care 
is to be the ultimate product. These secondary products are the outcomes 
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of various business systems. A system is en organised collection of 
people, machines, and methods needed to accomplish a specific set of 
objectives. Some possible business systems are: payroll, billing, 
purchasing, inventory control, food services, accounts receivable, 
taxes, general ledger and concomitant financial reports. Products of 
these systems might be: checks, completed forms, tax forms, menus, 
standard letters, financial statements 1 , invoices and orders. 

The following steps will help the child care administrator develop 
a baseline for determining whether a microcomputer would make a good 
employee: 

1. Identify the major business areas 

Develop a worksheet that includes the following headings: 

* BUSINESS AREA 

* RANK 

* PRODUCT NAME 

* INDIVIDUAL RESPONSIBLE 

* DESCRIPTION OF THE PRODUCT 

2. For each area, identify the administrative and productive 
paperwork products 

* These should be listed on the worksheet developed above. 

3. List the problems encountered and the strengths of each product 

* PRODUCT PROBLEMS 

Clerical errors, mislaid/lost document, late, difficult to pre-* 
pare, inadequate information, other (specify) 

* PRODUCT STRENGTH 

Individually structured, incorporates judgment, automatic, other 

4. State the resources required to produce each product 

* PERSONS NEEDED 
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* AMOUNT OF TIME NEEDED 

* COST (in ttrma of salary mount) 

* OTHER COSTS REQUIRED 

* TOTAL COST 

5* Rank tht products by coat of preparation within tach buaintta 
arta 

* ADD UP THE COST TO PREPARE ALL OF THE PRODUCTS IN EACH BUSINESS 
AREA 

* OBTAIN A YEARLY SUM FOR PRODUCT PREPARATION 

* RANK THE BUSINESS AREAS FROM MOST COSTLY TO LEAST COSTLY. 



A RULE OF THUMB FOR ACQUIRING A MICROCOMPUTER FOR A SMALL BUSINESS IS 
THAT IF BUSINESS PRODUCT PREPARATION COSTS ARE OVER $5,000 AMU ALLY, THEN 
HIRE A COMPUTER! 



Tht Computtr aa a Butinttt Riak 

Any ntw vtnture in tht buaintta world haa tomt riak attached. A 
busintaa riak ia any condition that can cauat tht buaintta to loat money 
or fail. Riak ia a cotton part of tvtryday buaiattt lift. It mutt bt 
dtalt with rtaliatically if tht butinttt it to turvivt. Tht dtciaion to 
acquirt t computtr introductt ntw ritkt and say wall txpand txitting 
onta. What art tost of tht common ritkt in optrating a child cart 
facility? Failure to meet litctating requirement*, lott of clitntt 
•becauee of changta in tht ntighborhood, food poitoning, partntt who fail 
to pay for aervictt received— theee art tote of tht ritkt in optrating a 
child cart facility* Thttt kind of ritkt will txitt whether one 
purchaaea a microcomputer or not* The microcomputer cannot do 
everything! It will not prevent childhood diaeaaea, make the liscenaing 
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representative love the center wort, force parent to pay back bilU, or 
automatically increaee caah flow. 

It ia important, however, whan cons idt ring a major purchase such aa 
a microcomputer to understand the new and increaaed risks involved. In 
this way, the child care administrator can be fully prepared to meet 
theae risks. Some possible riaks are: 

1. People thinking about people veraua computer logic 

When a system ia automated by uaing a microcomputer, then there 
are aet rule* built into the computer program. For example, a 
microcomputer program might automatically aend an overdue bill 
to every customer regardleaa of the cause. The adminiatrator 
may want to give Mrs. Jones extra time to pay a bill becauae of 
unusual circumstances. Unleaa the microcomputer it told not to 
do so, it might automatically aend a "pay~up-or-elee" letter to 
Mrs. Jones! 

2. People variability versus the consistent computer 
People have their upa and downs. Mot feeling veil or 

a croaa remark from a parent can turn a competent child care 
adminiatrator into an error-prone terror. But the computer has 
no feelings. Aa long aa ita human uaer has correctly loaded a 
program into the innarda of the microcomputer, it trill conait- 
tantly follow the rulea of that program. If the uaer has entered 
incorrect information into the microcomputer, then the micro- 
computer will follow that information throughout all ita 
transaction*. Only a microcomputer could print aix checks of 
$1,000,000.00 each for aix different minimum wage employee*! 

3. Paper evidence veraua electronic bita and bytea 

Any good buaineaa maintains paper files to prove tax deduc- 
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tions, prove client billings, end satisfy legel requirements. 
But electronic evidence! Whet if the electricity goes off with 
the Central Ledger in the microcomputer? Who is to say what e 
power surge through your Accounts Receivable could do the the 
decimal points? You say a city truck with an electric motor 
parked outside of your office last night and the magnetic field 
it set up erased all of your diskettes? Such a risk! 
The risks in acquiring a microcomputer can be minimised if the 
child care administrator fully understands for what purposes and by whom 
the equipment will be used. Purchasing microcomputer hardware and 
software establishes the structure in which information can be 
processed. What is needed is a smell business microcomputer. Some 
systems may be too smell end some too Urge end costly. Here again, an 
appropriate problem-solving process must be used. 
Compering Microcomputer Systems 

Aside from the feet that most microcomputer systems thet one could 
select for smell business use will have similar software, not ell 
microcomputers ere alike. It is necessary to compare and contrast 
various microcomputer systems so that an intelligent purchase is made 
thet will perform ell the tasks required in a cost-effective manner. 

For e microcomputer to be truly "user friendly 11 it must have 
well-designed software. The term "software" refers to the prepared 
programs thet one cen purchase end insert into the memory of the 
microcomputer • Thus, it is necessery to begin en analysis of various 
microcomputer systems not with available herdwere (the microcomputer 
itself, the printer, etc.) but with the softwere programs. Answer the 
questions on the following page to analyse possible software needs. 
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SOFTWARE NEEDS 
1. Who it gong to use the software? 

a. Preschool children for introduction to the computer end for 
developing basic concepts 

b. Afterschool children for baeic computer literacy or doing home- 
work 

c. Teachers of the child care center to develop curriculum 

d. Center Administrators 

e. Other 



2. Where is the software to be used? 

a. in the classrooms 

b. in a special laboratory/ resource room 

c. in the administrative offices 



3. How will the software be used? 

a. educational purposes 

b. administrative purposes 

c. supervisory purposes 



4. What specifically will the software do for the center? 

a. , 

b. 

c • 

d. 

e. 

f. 
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Complete this exercise by filling out Handouts 2 through 5. Then 
visit three vendors of different microcomputers and write a short report 
summarizing the findings. Turn in the handouts and the summary to the 
instructor for evaluation. 
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HANDOUT 2 



HARDWARE NEEDS 

Li<t ■icrocomputer options and peripherals that would be necessary to complete 
your needs in Handout 1 and why. 



OPTIONS AND 
PERIPHERALS DESIRED 



I. 




2. 




3. 


- 


4. 




5. 




6. 




7. 




8. 





Are your hardware and software needs sufficient to warrant the expense? 
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BRANDNAME: 



1 



!• Price 



2 . Warranty 

3 . Service 



4 . Financing 

5. Newsletter 



$. Parts included 
in basic price 

7. Additional parts 
and prices 

8 . Keyboard 

9. Printer 



10. Monitor 



1 1, Graphics 

12 . Character/line 



13, Lines/frame 



14 . Company 
Software 



15. Compatible 
Software 



16. Other 



t 



HANDOUT 4 



RESOURCES 

List resources in your own geographic area that can provide information about 
slcrocostputera and training (atorea, people, etc.)* 

U 

2. 

3. 

4. 

5. 

6. 

7. _ 

8. 

9. 

1 0. 

1U 

12. • 

13. 

14; " , 

15. 

1 6- 

17. 

18. ' 

1 9. 

20_. 

2l_. 

22. '_ 

23. 

24. 
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USES OF MICROCOMPUTER FOR CHILD CARE FACILITY 



Population of Vmmm* 



Microcomputer Use; 
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Chapter n 



figologimg Microcomputer Literacy 



Furpoto 

The purpose of this chapter U to assist the student to develop a 
basic undorstamding of what « microcomputer it, how it works end hov to 
tot started using a microcomputer. 
Objectives 

After completion of this chapter, it it expected thet tho student 
will bo able to: 

1. Ixp lain tho basic functions of a microcomputer 

2. Doteribo tho primary ucita of a microcomputer and toll what oaeh 
one doet 

3. Develop a basic vocabulary of computer terminology and ba oblo 
to uao it appropriately 

4. Demonstrate ability to tot up a microcomputer tyston to that it 
it roady to accept user generated data. (The student could akip 
everything except objective 4 and atill be an excellent 
microcomputer "uaor.") 
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Introduction 

While "computer" it now a household word, thtrt art ttili millioae 
of wtll-tducattd pt"<x» for whom tht tntirt concept it shrouded in 
mysttry. Tht unfortunate analogy it that what tht "magic" boats wart to 
the witch doctor, to tht computer it to tht high pritttt tnd priestesses 
of modern technology. Tht computer it tot t device of witchcraft. Thtro 
it no reatoa to consider computers either magical or beyond tht realm of 
ooe'e undertttading. Computtrt art explainable and underetaadable in 
everyday terms. 

Since thit etudent manual it deeigatd to attitt out to utt a 
microcomputtr, thit chapter will utt tht word "microcomputer" 
throughout. Tht word "computer" will ha uttd when discussing tht hittory 
of thttt machines, at whoa ditcuttiog tht giant computert known at 
mainframe computers. 

Thtrt art batically two types of computers. Thty art analog and 
digital. An analog computer measures tht "likeness" of a problem. It 
tttt up a similar problem and measures tht rttultt. Thit typt of 
computer it uttd in manufacturing plaate. It obtains information or 
"data" from tht manufacturing machines and than adjuttt ttttingt on tht 
machintry itttlf. For example, largt quantititt of variout ingrtditntt 
■utt bt corrtctly nixed by tht Bttty Crocktr p top It to product thott 
cakt mixee ont can buy in tht ttort. Jutt tht right amount of flour, 
powdtrtd tggt, thorttning, ttc. mutt bt tupplitd to tha mixture. Tht 
'analog computer monitors thit procttt and tails tht machina whtn 
adjustments in tht mounts should ba mada to kttp tht mixture uniform. 

Tha typt of computer that will ba ditcuttad in thit chapter it the 
digital computer. Any data put into a digital computer it stored at a 
teriet of digitt (ones and teroo) which it trantlated into electronic 
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signals. Tht microcomputer it a digital computer. 
What a Microcomputer it Wot 

Firtt of all, the microcomputer it not a machine to replace human 
thinking. Aa a machine, the microcomputer it no tmarter than an electric 
eggbeater. The microcomputer cannot "think" any more than an eggbeater 
can do to. The eggbeater cannot decide when to ttop beating eggt to 
make a perfect meringue for a chocolate pic. The cook mutt do the 
thinking and turn off the eggbeater at the appropriate time. Left to 
itself, the eggbeater would only dettroy the egg white at far at a good 
mcringy it concerned. In like manner, the microcomputer cannot think. 
It cannot make independent judgements. The microcomputer can only do 
what a programmer telle it to do. If the programmer tell the 
microcomputer to do tome thing wrong, then it will do that jutt at 
faithfully at if were doing the right thing. If the per ton entering data 
into the microcomputer putt in incorrect data, unless the microcomputer 
hat been programmed to recognise the mittake, it will ute the data given 
to it. For example, a univertity library in San Antonio, Texas, utet a 
computer program to catalogue books. But, until recently, if t 
particular keyttroke wat entered into the system, then the computer 
would "dump 11 everything that had jutt been entered. It wat not tuppoted 
to do that. There wat a "bug" or error in the program. But the computer 
did not know that the bug existed* It went on its merry way dumping data 
that itt human utert did not want dumped! Not until a smart, new 
* librarian found the misinformation was the program "debugged." 

In the example above, it should be noted that the misinformation 
was fed into the computer by human programmers. The error was one in 
human thinking not computer logic. In fact, the computer could not 
think! It could not make a decision st all. It could only follow 
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incorrect information fed into it. The computer it only a machine, at 
•mart at the average electric eggbeater. 

A falte comparieon it often made between the human brain and the 
microcomputer. Thit ia ridiculouat Thit happent only irf tcience fiction 
novelt and moviet. Even if one wanted to imitate all the procettet of 
the human brain, one would hardly atart with the microcomputer of 
today. One might at well attempt to create a modern tewing machine out 
of needlet and thimblet at to compare the microcomputer to the human 
brain. 
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Learning Experience 1 



Pretest on Chapter 2 

********* 

Tht student will: 

Answer tht following questions btfort studying tht aattrial in thia 
chapttr. If tht answtr is not known, than simply writs "don't know 19 in 
tht spact provided. Pltasa ust ink* 

* * **** * ** 

1. Writs a short statement about what tach of tht following con- 
tributtd to tht dtvtlopaitnt of tht computer: 

a. Char Its Babbagt: ^ 



b. Herman Hollerith: 



c. University of Pennsylvania staff: 



d. DataPoint Corp. of San Antonio, Texas: 



2. What is a computer? 
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3. Tht three primary operations of a microcomputer art: 



4. Tht thrtt primary units of a microcomputer art: 



3. What art tht thrtt sttps of tht basic proctssing cyclt? 



6. Arrange tht following terms in thtir hitrarchial ordtr: 

Rtcord — 

Bit 

Field 

Pile 

Byte 

7. What does 16K stand for when used to describe a microcomputer 

memory? 



8. Differentiate between the terms ROM and RAM: 
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it the principle conputtr pxogt 
languagt used by so at aicrocovputcr*. 
Kmc thrtt waoi of storing data fro« a aicrocoeputtr : 
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Lemming Experience 2 



A Short. Short Hiatorj of tht Computer 

After completing this learning experience, it it expected that tht 
student will: 

Bt able to ttll iom of tht history of tht computer. 

Tht huain family early developed eyettme of counting. Indeed, it 
. may have bttn a natural outcome of tht human thinking proceee. With 
counting cast tht nttd for aida to tht counting procett. At mentioned in 
Chapttr I, tht tarlitat computation tyttem vat probably groupt of 
pebble t. These, however, vara not vtry portable. Lattr cast kaott on a 
pitct of ropt; atiil lattr, btada on a rod were uatd for counting. 
Examplee of tht abacut—thote "btada on a rod" — havt bttn found in tht 
Tigris-Euphrates vallty dating about 5000 ytara ago. 

In tht ttnth century, Popt Sylvtattr II ltarntd of tht Arabic 
number tyttem and a "calculating machine" invtnttd by tht Moort. Thit 
type of calculating tyttem vaa introductd by Popt Sylvttttr into Uttttra 
•European culture. 

Nothing such teeme to have happened with the development of 
calculating machinee or computere until the I600't. Then, Oughtred of 
England invented the elide rule which ia an analog computing device. 
Later, in 1642, Blaiee Pascal invented the forerunner of the modern detk 
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calculator. This device was digital. Eaeh digit was represented by a 
position on a wheel. When a eertain wheel moved to the aero position, 
the a rachet inside the machine advanced the number to the next higher 
order wheel. Pascal won fame, but little money from his invention. The 
Pascal calculator did, however, strike terror into the hearts of many 
learned clerks of his time. They feared unemployment. 

Other moderately successful computing machines were developed in 
the 1700 9 s, but it was in the 1800' s that the automatic computing 
machine was first conceived by Charles Babbage of England. He wanted to 
build a computing machine that would compute logarithm tables. Babbage 
had heard of the automatic looms which were developed in France, so he 
wanted to see them. These early looms used a continuous loop of 
perforated paper to select the warp of the fabric being created. A box 
with needles was pressed against a part of the paper tape. Where there 
were holes on the paper, the needles would penetrate. Then corresponding 
threads would move. This would. determine the pattern of the fabric. By 
the time Babbage got to France, the paper tape had been replaced by a 
series of punched cards like some computers of today still use. 

The design of Babbage' s first calculating machine was called the 
Difference Engine* He managed to persuade the Parliment in England to 
give him fifteen hundred pounds to perfect his invention. But Babbage 
never completed these earlier machines even though Parliment gave him 
more money. 

Babbage did not give up. In 1835, he described to the Royal Academy 
of Sciences in Brussels an automatic, general purpose computer called 
the Analytical Machine. The structure of this machine was quite similar 
to modern computers, functionally speaking. It had a memory which stored 
numbers. It had an arithmetic unit; input of data and program 
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information was from punched cards* Output vis by printing or punched 
cards. This machine could add, subtract, multiply, and divide. 

In 1842, Ada Agusta, Countess Lovelace (the daughter of the poet, 
Lord Byron), translated an article by Charles Babbage which described 
the Analytical Engine. He thanked her for the translation and suggested 
she do some original work in the area of computational machines ♦ The 
Countess replied that this had not occurred to her, but she set about 
the task, nonetheless. She began adding notes to the translated article* 
Her notes mention non-numerical computations such as the composing of 
complex and "scientific" pieces of music. The Countess Lovelace also 
noted that the machine eould not "originate" anything, that it could 
only do what "we know how to order it to perform." 

The next important step in the use of punched cards for computing 
machines was done by Herman Hollerith. He worked for the U.S. Census 
Bureau. Hollerith examined the automatic looms developed in France. He 
used the same idea of punched cards to develop a machine that would 
record, compile and tabulate census information recorded on those cards. 
It took seven and one-half years to tabulate the U.S. census of 1880. 
Hollerith's punch-card mechanical computer did the 1890 census 
tabulation in only two years. Quite an improvement! 

The 1930*8 brought great improvements in computing machines. 
Scientists at Bell Telephone Laboratories and Harvard University worked 
independently on designs for digital computers. Developments vere also 
'being carried on in Europe. In 1939, Howard Aiken of Harvard University 
was able to interest IBM in his plan. Five years later, IBM announced to 
the public a new machine, the Mark I. It was an automatic sequence 
controlled calculator. Aiken called his machine "Babbage* s dream come 
true." Other sophisticated mechanical computers rapidly followed. 
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Tht beginning of modern tltctronic computers started with the 
development of the Electronic Numerical Integrator and Computer, known 
by its nickname "ENIAC." It was developed at the University of 
Pennsylvania during 1943*46. The people on the ENIAC project worked 
enthusiastically with the Armed Forces. The U.S. was deeply involved in 
World War II and there was a need to provide firing tables for new 
weapons. This was to be ENIAC 1 s first task. This huge machine needed 
18,000 vacuus tubes in order to function. But some things about this 
computers were similar to the automatic looms built in France in the 
1700' s. ENIAC used punched cards for its programs. 

By 1955 , there were forty-four different companies or institutions 
building computers. Today, there are more than 60,000 different types of 
computers in use. 

The computers of the 1950's were crude by today's standards. The 
big difference is the transistor. It replaced the vacuum tube. The 
transistor is very tiny, uses only a fraction of the electricity of a 
vacuum tube and costs much, much less. ENIAC, with its 18,000 vacuum 
tubes, filled a room the size of a basketball court. The early personal 
computer which could sit on a desktop had a million transistors on a 
chip one might lose between one's fingers if not careful! But electronic 
technology did not stop with the transistor. Along came the 
microprocessor chip that is so small it can fit through the eye of a 
needle. It is these miniature integrated circuits that give name to the 
new generation of •mail computer* — the microcomputer or microprocessor . 
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The Ori g ini of the Microcomputer 

Tbt first microcomputer was designed by Datapoint, a company in San 
Antonio, Texas* In 1969, Datapoint contracted with tht Inttl Corporation 
and Texas Instruments to build a product Datapoint engineers had 
designed* Intel succeeded in developing a single logic chip, but it 
worked ten times too slow. Datapoint did not buy the product. Intel 
decided to market this elementary microcomputer anyway, calling it 
Intel 8008. The microcomputer had arrived! 
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Learning Experience 3 
Hov a Microcomputer Work; 



After completing this learning experience it it expected that the 
•tudtnt will: 

1. Demonstrate a basic understanding of the hardware parte of a 
microcomputer 

2. Describe the digital processing of information by a micro* 
computer 

3. Explain the term "computer language 0 and describe the BASIC 
language used by most microcomputers 
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In order to be called a microcomputer, a machine must have certain 
basic equipment. These parts are called the "hardware" of the 

microcomputer . 

The Central Processing Unit (CPU). This is the heart of the 
microcomputer. It is in the CPU that all calculations take place. This 
part of the CPU is called the arithmetic and logic unit. Another part of 
the CPU is a unit called an H accumulator. 11 The accumulator is a 
short-ten memory bank where the microcomputer can store a number and 
then add, subtract or compare other numbers to the one stored there. 
There are other memory banks like the accumulator which are usually 
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called "regis ttn. " The sort rtgitttrt io a central processing unit tht 
sort powerful it it. Computing can bt drat fttttr tad sort efficiently 
when thtrt trt lott of pltctt to ttort nusbers, tt ltttt temporarily. 
Finally, tht ctotral proctttiag unit htt t "control unit." Tht control 
unit dirtctt tht flow of data and instructions fros oot rtgitttr to 
anothtr and to tht arithsatic unit. Tht control unit it tht traffic 
sansger and switchboard of tht sicrocosputer. 

Tht Htsory tanks, Vhilt tht CPU is tht htart of tht sicro- 
cosputer, it rtally dots not have such stsory. To corrtct this, two 
kinds of stsory art usually conntcttd to tht CPU. Tht sicrocosputtr usts 
sany "progress" or stts of instruction ovtr and over again. Thtst 
prograas do not nttd to bt changtd and art built into tht sicrocosputtr * 
Stt prograss art stortd in a cort stsory. A cort stsory is oot that will 
not bt trastd whtn tht sicrocosputtr is turntd off. Thtst stt stsorits 
art stortd in s stsory bank calUd tht "Read Only Mssory" or IOM. Tht 
ctntral proctssing unit can "read" thtst stt prograss; that is, it can 
gat inforsation fros tht ROM. lut tht CPU cannot "writs" anything in tht 
IOM. Tht CPU csnnot add any ntw inforsation to tht IOM. Whtn tht 
sicrocosputtr is turntd off, tht ROM circuits hold a sagnttic charge. 
Mont of tht inforsation stortd thtrt can bt lost. 

Tht inforsation in tht ROM ia plactd thtrt by tht sanufacturtr • 
When tht sicrocosputtr is turntd on, thtn tht CPU btgins to function. 
First, it chtcks with ROM to find out what to do. ROM will tall tht CPU 
•what to do. CPU will do its task and thtn chtck with ROM for furthtr 
instructions. ROM is progressed to get the CPU working and to saintain 
certain basic function throughout the tise the sicrocosputer is in use. 

The second type of stsory used by tht CPU is known as a Randos 
Access Memory or RAM. The CPU cannot only read what is written in the 
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MM, but it can alto "write" information iato tht 1AM. that it f new 
information cao bo added to tha 1AM. Thia type of mory can ba thought 
of aa a temporary holding space. Oaa advantage of tha MM memory ia that 
it ia ao constructed that information can ba retrieved ia aay (random) 
order, without going through intermediate information, Thia halpa to 
aake tha 1AM faat and efficient, lut tha BAM haa oaa giaat drawback, 
tfhiia new in formation eaa ba added to tha 1AM v nothing staye ia tea for 
vary long { ualaaa oaa never turns off tha microcomputer! >. Vhan tha 
a lac trie currant ia turned off for tha microcomputer, thaa 1AM goaa 
blank. Vhan a human baiag aatara information iato a microcomputer, thaa 
that information goaa to tha 1AM. Turn off tha microcomputer and tha 1AM 
hacomaa a blank a lata! 

Information gtorata Information that oaa put a into tha laad Only 
Manor? ia usually aomathing oaa wants to save. Whara to put thia 
information bofora turning off tha microcomputar? Tha information ia tha 
1AM can ba atorad aithar oa tapaa or discs. Thasa ara magna tic madia. 
Tha alactric currant from tha microcomputar ia aaat to a tapa or diac 
whara it is convartad into a magnatic fiald. Bacausa tha atoraga ia dona 
magnetically, anything which producaa a magnatic fiald of ita own can 
sariously affact what ia atorad on tha magnatic tapa or diac. For this 
reason, navar uaa tha microcomputar around any appliance which haa an 
electric no tor. And do not atora diaca and tapaa whara alactric note • 
oparata. For exanple, a friand of tha author onca produced by coaputar 
•all of tha sound affacta for a conaunity thaatra production of Dracula 
and atorad thaa on magnetic tapa. Unknown to him, a rapair craw outside 
his trailar had been raaurfacing tha roadway. Tha machine that heated 
the tar waa run by a atrong electric motor which aet up a magnetic 
field. On the opening night of the play, the magnetic tape was found to 
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be blank* la order to have sound effecte for tht play, thia author apeat 
the opening oight of tht play backetage howling lika a werewolf 1 
lo f remember that microcomputer information ia stored on magna tic madia 
which must ha carefully hand lad and protected from amy aourca that might 
mistakenly araaa it. 

Tha tapaa uaad by aoma microcomputer* ara tha standard type of 
caaaattaa that ara uaad ia tapa racordara and aoma atareo equipment. Tha 
die*a art aithar S 1/4- or t-iachee in diameter. They ara nothing mora 
than a eircla of tha aama matarial that tha tapa in a car'tttt ia mada 
of. Xt ia a piaca of piaatic covarad with iron oxide, or mat. Tha diaca 
ara known aa floppy diaca, diakattaa, or miaidiaca. In thia book, tha 
word diakatta will ba uaa throughout. Tha diakatta ia encloeed in a 
cardboard cover to protact it from duat, tha oil and awaat on human 
fiagara, aad miaplacad, ha If- tat to lollipopa. Pigura 1 ia an 
illustration of tha typical diakatta. 

Tha diakatta fits into a diac drivao Tha microcomputer that uaaa 
diakattaa may have one or two diac drivaa which may aithar ba built in 
to tha microcomputer or be separate piecaa of equipment. Additional diac 
drivaa can usually ba added. It ia preferable to begin with a 
microcomputer ayatem that haa two diac drivaa. The reasons for thia will 
become apparent in later chapters of this atudant manual. 

Input and Output. The microcomputer haa ita own unique language. Xt 
ia not necessary to learn thia language to be an effective M uaer H of a 
'microcomputer. The languages used by microcomputers are quite foreign to 
moat humane, but they allow the microcomputer to work at extremely high 
speeds. What ia needed is an input device that has symbols humane are 
familiar with— like numbers, alphabet lattera and punctuation aymbola. 
Each microcomputer haa auch an input device. It is called a keyboard. 
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The keyboard is sec up much like the keyboard of a typewriter with a few 
special keys. When a word ia typed into a microcomputer using the 
keyboard that word must be converted into a signal the microcomputer can 
recognize and use* This is done with an "interface circuit" which 
translates the keystrokes of the user into an electrical signal which 
the microcomputer recognizes- Each key on the keyboard has its 
counterpart in the language being used by the microcomputer. 
Some of the large computers still use the punched card or punched tape 
as the input device. 

Most of the time, when one is using a microcomputer, there will be 
a need for a "hard copy" of what has been entered into the micro- 
computer. For this to occur, the information stored in the RAM must be 
in a form that can be used by an output device such as a printer. The 
microcomputer is pumping out data at a rate no printer could possibly 
handle. The printer must have a special microchip conversion circuit. 
This conversion circuit is called a Universal Asynchronous Receiver- 
Transmitter. Its nickname is UART. A UART is built into most 
microcomputers and every input and output device as veil. The 
microcomputer is connected to the UART in the printer by a series of 
vires that looks like a plastic ribbon. The UART stores the information 
it gets from the computer and adds a start signal, a checking signal and 
a stop signal. The UART circuit controls the speed vith vhich the 
printer can print a copy of the information onto paper* The most popular 
speed that UARTs send information to a printer is 30 characters per 
second. This amounts to 300 five-letter vords plus a space per minute. 
Just try to type that fast! 

Microcomputers use one of three types of printers. One is called a 
M daisy vheel M printer. The printing characters are on plastic spokes 
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which radiate out from a central hub. Hence the name "daisy wheel," for 
the whole thing looks like a plastic daisy. The maximum speed of a daisy 
wheel printer is about 60 characters a second. Try to type that fast! 
This student manual was produced in hard copy form using a Radio Shack 
TRS-80 Daisy Wheel Printer II. 

Another type of microcomputer printer is the thermal printer. It 
does not need any mechanical motion like the daisy wheel printer. 
The thermal printer does not use a ribbon. The printer uses a specially 
prepared paper. When the paper is heated, the white coating changes to 
black. The printer carriage aims a small bundle of very thin wires at 
the paper. When an electric current flows between the wire end and the 
platen, then a dot pattern is created on the paper. The more wires on 
the carriage, the better the quality of the printed character. One 
advantage of the thermal printer is that it is quiet because nothing 
strikes the paper. Also, the thermal printer can print faster than a 
daisy wheel printer. The thermal printer can print up to 120 characters 
per second! 

A third type of printer is similar to the thermal printer in that 
is produces characters on the page using a series of dots. And like the 
daisy wheel printer, the "dot matrix" printer uses a ribbon. The dot 
matrix printer does not need special paper and is usually the least 
expensive printer to operate. 

The Display Device While one is entering information into a 
•microcomputer it is a good idea to be able to see what is happening. The 
microcomputer has a display device that allows just that. The most 
popular display device is a cathode ray tube or CRT for short. It is 
just like the picture tube of a television set. The CRT is an enclosed 
glass bottle with a flat face which is the screen of the tube. There is 
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no «ir in the tube. The tube narrow* down to a glass pipe. At the end of 
the glass pipe it a filament which heats the cathode. The cathode is an 
electronic gun. It shoots out a controlled stream of electrons which is 
directed at the flat screen part of the tube. The inner surface of the 
screen is coated with a phosphor. This substance glows brightly when 
struck by the electrons. This beam of electrons makes a sweep across the 
entire face of the screen every l/30th of a second. That keeps the image 
on the screen. 

There are two limitations to the CRT display. It does not give a 
permanent copy of what is displayed. Secondly, there is a limit to how 
much can be viewed at any one time. 

There are three ways to get a cathode ray tube display for a 
microcomputer. In may come as a built-in part of the microcomputer. If 
the CRT is built-in, then it provides the maximum number of characters 
that can be displayed on the screen. This is 80 character! to a line 
with a maximum of 24 lines. Some display circuits have a memory larger 
than this. To view the entire display, one would need to scroll (using 
the arrow keys on the keyboard). The scrolling can be done to the right, 
left, up* or down. Another way to get a CRT display is to buy a separate 
monitor which looks very much like a television set, but it is not. The 
TV picks up radio waves; the microcomputer monitor uses a video signal 
and cannot be used as a TV. The third way to get a CRT is to use a 
regular television set. To use a regular TV as the display device, the 
•microcomputer must have the appropriate modulator circuitry to produce a 
video signal. This is the least satisfactory way to get a visual display 
because most TV sets do not reproduce the tiny dots of the alphabetical 
characters very well. The image on the screen may be blurred. The entire 
image may shimmer or vibrate as outside signals interfere. When 
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purchasing a microcomputer , take into account the importance of the 
video display. A poor visual image will make the microcomputer much leva 
enjoyable to use. 

Summary These, then, are the hardware pieces that make up the usual 
microcomputer system. Different manufacturers package the hardware 
differently. Complete microcomputer systems, usually labeled the home 
computer, can sell for as little at $1250.00. Do not confuse these with 
the type of microcomputer needed for a small business. A good small 
business microcomputer system may cost as much as $5000.00 for the 
hardware alone. But it will quickly pay for itself. 
How a Microcomputer Computes Everything that happens inside of the 
microcomputer uses numbers. But only two numbers are used— 1 and 0. A 
"digital computer 11 has only one finger to count on. Perhaps that is why 
it is called a digital computer. Mostly, we humans use the decimal 
system which has ten numbers — 0 123456789. This is called the 
"base- ten" system because ten different numbers are used, (yes, 0 is a 
number!) But the microcomputer uses a base-two number system. Why this 
is so will become clear a little later on in this chapter. 

First of all, it is important to know the difference between a 
"digit" and a "number." A digit is a particular number in a particular 
place. In the base-ten system, there is a units digit, a tens digit, a 
hundreds digit, and so forth. The binary or base-two system has a units 
digit, a twos digit, a 2 or a fours digit, a 2 or a eights digit, and 
so forth. The table printed on the next page shows the base-ten and the 
base-two number systems for the numbers one through ten. 
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BASE TEN BASE TWO 

0 0 

1 1 

2 10 

3 11 

4 100 
3 101 

6 HO 

7 111 

8 1000 

9 1001 
10 1010 

The bate-ten, or decimal numbering system has a once column, a tens 
column, e hundrede, column, and so forth. Each column ie a multiple of 
ten. 

The baee-tvo, or binary numbering system has a ones column, a twos 
column, s fours column, an eights column, a sixteens column, and so 
forth. Each column is a multiple of two. Keeping this in nind, what 
base-ten number is represented by the base-two numbers given below: 

10001 

1011 

1111 
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The binary digit—* 1 or a 0— it called a "bit." The Microcomputer 
can store bits, count with bits and control operations with bits. (By 
the way, the word "bit" is a contraction of the ten "binary digit.") 
Every time a microcomputer user hits a keystroke , whether it be an 
alphabet letter, number or special symbol such as "*," the microcomputer 
converts the keystroke into a binary number. A special group of binary 
numbers is used for this conversion. The most common conversion code is 
the American Standard Code for Information Exchange. Its nickname is 
ASCII which is pronounced "as key." ASCII uses 128 binary numbers seven 
bits long to represent the numerals 0 to 9, the alphabet characters in 
upper and lower case and thirty-two printable characters such as ♦ # & 
and *• 

Printed below ere some of the binary numbers used to represent the 
keyboard characters: 

1000001 A 
1100100 d 
0100001 ! 
0110110 6 

oiinn ? 



Q Stu-II-22a 

ERIC ,. 61 



The binary digit — a 1 or a 0~i* called a "bit." The microcomputer 
can store bite, count with bite and eontrol operations with bits. (By 
the way, the word "bit* 9 it a contraction of the term "binary digit.") 
Every time a microcomputer user hits a keystroke, whether it be an 
alphabet letter, number or special symbol such as the microcomputer 

converts the keystroke into a binary number. A special group of binary 
numbers is used for this conversion. The most common conversion code is 
the American Standard Code for Information Exchange. Its nickname is 
ASCII which is pronounced "aakey." ASCII uses 128 binary numbers seven 
bits long to represent the numerals 0 to 9, the alphabet characters in 
upper and lover case and thirty-two printable characters such as ♦ #4 
and *• 

Printed below are some of the binary numbers used to represent the 
keyboard characters: 

1000001 A 
1100100 d 
0100001 ! 
0110110 6 
0111111 ? 

Suppose one is using a word processing program and types into the 
microcomputer the phrase, "National Association for the Education of 
Young Children." Printed below is what actually "goes into" the 
microcomputer: 



0100010 1001110 1100001 1110100 1101001 1101111 1101110 1100001 1101100 

"Net i o n a 1 

0100000 1000001 1110011 1110011 1101111 1100011 1101001 1100001 1110100 
space As sociat 
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1101001 1101111 1101110 0100000 1100110 1101111 1110010 0100000 1110100 

io o space f o r space t 

and so forth, and so on, and on, and cm. All the microcomputer can deal 
with is binary digits. When a human bting touchts tht keyboard of a 
microcomputer and begins to type, the interface circuit transforms the 
keystroke into a binary digit. This it why the microcomputer is called a 
"number cruncher," for all it can actually deal with is numbers. And 
only two numbers at that! Everything the microcomputer does, it does 
with two digits. 

Why does the microcomputer use the binary number system? Remember 
that the microcomputer is an electronic device and its energy source is 
electricity. As far as the tiny circuits inside the microcomputer are 
concerned, this electricity has only two states. The electricity is 
either "on" or "off." If the electricity is "on, "then the microcomputer 
records or reads the number 1. If the electricity is "off," then the 
microcomputer reads or records this as a 0. The microcomputer does all 
of this "on and off 1 stuff at amazing speeds. 

Remember that each digit is a "bit." Microcomputers are usually built 
to vork on eight bits at a time. Eight bits is called a "byte. 11 (Some 
microcomputers use a 4-bit unit. This smaller 4-bit utrit is called a 
"nibble.") 

One important fact to know before buying a microcomputer is "how 
large is the microcomputer's memory?" Another way of saying the same 
thing is to ask, "How many bytes of memory does a particular 
microcomputer have?" The letter "K" which stands for "kilo" is used to 
express the number of bytes in a microcomputer's memory. IK stands for 
1 ,240 bytes of memory. This, then, is one "kilobyte" of memory. If a 
particular microcomputer has 16K of memory, then it has 16 times 1,240 
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or 20,440 bytes of mory. Por small business purposes, one probably 
wants to get a microcomputer that has 64K of memory. More than that one 
probably wouldn't want to remember! 

The microcomputer deals with various units of memory. The smallest is 
the bit, followed by the byte. The largest unit of memory is called a 
file. A file can be a data baee or a subset of a data base. The file is 
divided into records. All the data associated with one entry in the file 
is called a record. The record can be divided into subparts. A field is 
a subdivision of a record in a data file. So, the memory sizes are: bit, 
byte, field, record and file. 

Computer Languages 

Microcomputer "users" are people who can load into a microcomputer's 
memory a program (called software) and follow the instructions of the 
program. These program instructions include "menus ." A menu is a list of 
selections written in standard English. The instructions may also 
include "prompts." A prompt appears within a program when a choice must 
be made in entering new information into the microcomputer. 
Microcomputer users do not need to know how to write programs in order 
to competently use the system. Computer "programmers" write the software 
programs for the "users." The programmers must know how to speak the 
microcomputer's language. These people write long, long lists of 
statements that tell the microcomputer what to do, what to do next;, when 
to go back and do something again, and when to stop doing anything at 
all! These are program statements. 

One of the most widely used computer languages is called BASIC. This 
language was developed by John Kemeny and Thomas Kuntz at Dartmouth 
College. When writing in BASIC, each program statement begins with a 
numbered line followed by the language statement. The computer examines 
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tach lint, translates it into Machine language! and executes the 
instructions immediately. Thus, a "program" consists of a set of 
instructions or statements in line-numbered sequence. There are several 
versions of BASIC currently available for microcomputers. The 
differences depend on the amount of memory available and the design of 
the microcomputer itself. When one purchases a microcomputer, the 
manufacturer usually includes a simple manual for learning that 
microcomputer's built-in language. And it will usually be some "dialect" 
of BASIC. 

There are many other computer languages. Most are designed for 
special functions, such as FORTRAN. This language was designed for use 
by scientists and engineers. Another computer language is COBOL which is 
the nickname for COmmon Business Oriented Language. As its name 
suggests , COBOL is a computer language designed for the business 
community. A fairly new computer language is named PASCAL and is used by 
sone microcomputers. 

If one has a logical mind (or wishes to develop one), then it is 
possible to write programs for the microcomputer as veil as use 
pre-packaged software. Again, it is possible to get a full range of 
services from a microcomputer by using prepared software and never 
becoming a computer programmer! 
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Learning Experience 4 
Getting Started with tht Microcomputer 



Afttr completing this learning experience, tht student will bt 
able to: 

1. Describe the steps necessary to "power up 19 the microcom- 
puter system 

2. Explain what is meant by "booting 1 * the system 

3. Format a diskette 

4. Make a "backup" of a diskette 



Introduction 

So far, the first two chapters of this resource guide were 
developed to assist the student to understand some basic facts about 
microcomputers and to "demystify" the machine. The value of the 
microcomputer in child care administration was also addressed. With this 
learning experience, begins the "hands on" portion of the book. 
Remember, learning to use a microcomputer effecxently is a challenge, but 
certainly a rewarding one. The authors of this resource guide have 
designed to remainder of the material to be a step-by-step guide. 
Hopefully, no one will get lost. 
POWER UP AND POWER DOWN 

"Power up" and "power down" are computer jargon for simply turning 
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on tnd turning off tht aicrocoaputtr. Mott tltctrical aachintt csn just 
b* plugged iato tht wall tocktt and turntd on. With tht aicrocoaputtr, 
hovtver , it it important to follow a tiaplt ttritt of sttpt to atkt turt 
thtt a power turgt dots tot go through tht aicrocoaputtr tod that no 
previously rtcordtd data it lott. 

•agio tht "powtr up" ttqutact by checking that tht disk drivtt trt 
tapty. Otherwise, tht ditkttttt say bt tithtr daaaged or trattd. It turt 
thtt til of tht "ptriphtrtlt" art turntd off. A "ptrifhtriti" it any 
pitcc of tquipaaat uttd with tht aicrocoaputtr thtt it conntcttd to it, 
but htt itt own oo-off switch. It sounds rathtr rtdundtnt, but quitt 
import sot, to aakt turt that tvtry pitct of equipment it turntd off 
btfort turning anything on. If ont it going to utt any ptriphtrtlt, such 
at txtrt disk drivtt or a printer, thttt should bt turntd on firtt. Than 
turn on tht microcomputer itttlf . It nay than bt ntctttary to tdjutt tht 
brightnttt of tht tcrttn. Chtck vith tht instructor to find tht 
tpproprittt switches on all ptriphtrtlt and tht aicrocoaputtr. 

Whtn tht aicrocoaputtr it firtt turntd on, tht ditk drivtt will hua 
for t thort whilt and a light on ont of tha drivtt will com on* Wait 
until tht humaing stopt tnd tht light gott off btfort doing anything 
tlit. (By tht wty, tht light thtt coats on it ctlltd tht "drivt stltct 
light/ 1 ) 

When tvtrything is quitt it it tiae to inttrt tht pxogram disktttt 
tnd tht dttt disktttt. If tht microcomputer htt two disk drive*, thty 
will bt nuabtrtd tithtr "Q" tnd "1" or al#t "1" tnd m V. Chtck with tht 
instructor to dattraint which is tht ditk drivt for tht program disktttt 
tnd which is for tht dttt disktttt. Opto tht drivt doort Ctrtfully tnd 
insert tht program tnd dttt diskettes into the proper drives. Slide the 
diskettes into the drive opening carefully. A small "click" can be hetrd 
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when the diskette it fully inserted; then cloee tht drivi door. 

When both diskettes heve been properly inserted into tht disk drives, 
then press tht "reset" button. Tht microcomputer will bum, lights will 
fltth oo and off and t dicpley will com on to tht screen. 

Tht computer it sow ready to eccept date. Usually, tht firtt peice of 
information thtt tht microcomputer wants to know it tht data. Thtrt vill 
bt t prompt to indict tt tht fom of tht date that it to bt entered. It 
sight eppcer tt this: Enttr Date (MM/DD/YY)? Thit font MUST bt followed 
exectly tt requested. If tht dste it August 3, IM4, thtn ont would 
tnttr: 01/03/14. If ont entered 1/3/84, then tht microcomputer would 
merely tsk for tht dttt tgtint And it will kttp taking for tht dttt 
until tht uttr gttt it corrtct. Rsmember, tht computer it "programmed" 
to tectpt information tad will not vtry from itt program. 

Onct ont htt gotttn pttt tht firtt hurdlt of tnttring tht dttt, tht 
microcomputer will ututlly ttk for tht timt. Tht prompt will rttd 
something likt: Enttr Timt (tU/Mt/SS). Ont nttd not rttpond to this 
prompt , however. Here, the microcomputer htt bttn programed to tithtr 
tcctpt t corrtct tntry of time or no entry tt ell. Merely prett ENTER 
end tht time prompt ctn bt bypttttd. Thtrt will bt mort burning end 
lights fltthing. Thtn finally, tht microcomputer will rttpond with t 
prompt to indicate that it is IEA0Y to acctpt t program. 

Evtry program has a uniqut name that must be entered when the 
microcomputer it at tht READY prompt. For example, if one it using the 
word processing program for the Radio Shack TRS80 Model 4 Microcomputer, 
then the word "SCRIPSIT" would be entered at the READY prompt. At this 
point, the program disk drive will light up and there will be some more 
humming. NEVER ATTEMPT TO REMOVE A DISKETTE WHEN A LIGHT IS OK. 
Attempting to remove a diskette when the light is on may damage the 
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diskette, as well at the recording head of the disk drive itself. So 
jus t don v t do it . 

When the red light goes off, the the microcomputer has loaded the 
program into its memory and the program menu will appear on the screen. 
The menu is a series of selections from which the user can decide what 
to do next* At this point, the system is "powered up" and operating! 

Every prepared program has a series of steps of "exit" or "quit" 
that program. When these steps have been followed, then it is time to 
"power down" the system. That is, its time to shut the microcomputer 
off! Again, one should follow the prescribed steps in the appropriate 
order. When one "quits" a program, there will again be the humming, 
whirring, and flashing lights. When the lights are off and the humming 
stops, then the diskettes can be removed from the disk drives. Remove 
them as carefully as they were inserted. Then close the disk drive 
doors. Turn off the microcomputer first, then turn off any peripherals. 

The only thing left inside the microcomputer will be the Read Only 
Memory (the one that stays there always and was put ther by the 
manufacturer). The program will be on the program diskette end the user 
generated data will be on the data diskette. The microcomputer silently 
waits for another "power up." 
Formatting a Diskette 

One way that Radio Shack, Apple lie, and IBM PC microcomputers are 
different is in the "disk operating system" which is employed. This is 
why a diskette designed to be used on an Apple lie will just not work on 
a Radio Shack microcomputer. All of the microcomputers might take 
diskettes that are 5 1/4 inches in diameter. But * new, blank diskette 
is just that. It is blank and it will not work in any microcomputer 
until it has been formatted. Each microcomputer manufacturer has 
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developed a disk operating system that is unique. Before * blank 
diskette can be used with a particular microcomputer, it must have 
written onto it the unique operating instructions of the system bsing 
used. Writing this information onto a blank diskette is called 
"formatting" the diskette. A word processing program written for the 
Apple lie, such as the Bank Street word processing program just will not 
work on a Radio Shack TRS80 Model 4 microcomputer. They do not have the 
same disk operating system. 

To use a new, blank diskette, then, it must be formatted. Check 
with the instructor for a handout for formatting a diskette for the 
microcomputer being used. Format a blank diskette and let the instructor 
see the CRT display at the end of the process to check the result. 

Diskettes that have been previously used can be formatted. When doing 
this, the microcomputer will usually display a prompt to tell the user 
that there is information on the diskette and ask if one still wishes to 
format. Answering "yes" will start the formatting process. 

When formatting any diskette, the microcomputer will usually display 
several prompts. One of these will be to ask tor a name for the 
diskette. Check with the instructor to find out if there are any 
limitations to naming a diskette. The next prompt will probably ask for 
a "password." At this point it is possible to use a system password, 
that is, a general password known to aiyone who is familiar with the 
microcomputer being used. However, the user can create a password known 
to no one else. This makes it impossible for anyone else to access the 
information on that diskette unless the password is known. If special 
passwords are used, be sure to remember them. Otherwise, no one can get 
into the diskette to use the data stored there! 
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Hov to Make a Backup of a Diskette Microcomputer software is 
rather expensive and needs to be carefully used. The first thing one 
should do with any program diskette is to prepare a backup of that 
program* The original diskette should be properly stored and used only 
to prepare working copies of the program. 

Each microcomputer system will have a different method for 
preparing a backup diskette. Check with the instructor or the program 
manual to discover the process for creating a backup diskette for the 
system being used. In preparing a backup diskette, it is necessary to 
have a formatted blank diskette in one disk drive and the program to be 
backed up in the other disk drive. When these two diskettes have been 
appropriately placed into the disk drives, then a special prompt word is 
keyed into the microcomputer when the screen indicates that the 
microcomputer is ready to receive information. For example, when using 
the Radio Shack TRS 80 model III or 4, the command to begin the backup 
process is to key in the word BACKUP. The screen will then request the 
SOURCE drive number. This is the drive that contains the program one 
wishes to backup. When that is entered, the prompt requesting the 
DESTINATION drive number will appear on the screen. Finally, a prompt 
will appear asking for the password. Usually, the microcomputer 
manufacturer will prepare a general password. Radio Shack uses the word 
"password" as the password. Not very original, but very, very easy to 
remember. At this point, unless the destination diskette contains data, 
the backup will begin. 

If the destination diskette contains data, a new prompt will appear 
on the screen. This prompt will remind the microcomputer user that there 
is data on the diskette and ask whether the diskette is to be: used for 
the backup or not. One might also get a prompt asking whether or not one 



Scu-II-32 



ERIC 




wants to reformat the diskette. Unless the diskette has been recently 
formatted, it is a good idea to re-format the diskette just in case 
something has happened and some of the diskette is not useable by the 
microcomputer. This process takes very little time and is worth the 
effort. 

While the backup diskette is being prepared by the microcomputer, 
some information may appear on the screen. This is for tvo reasons. 
First, so that the user will know that the microcomputer is busy and 
does not want to be disturbed with any new information until the backup 
task is complete and second, so that if any of the portions of the 
diskette a*e unuseable, the diskette can be discarded and a new backup 
procedure can be executed. 

To complete this exercise, make a backup of a program diskette and 
turn it in to the instructor for evaluation. 
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Chapter III 

Word Processing for Child Care Administrators 



Purpose: 

The purpose of this chapter is to teach the utilization of word 
processing on the microcomputer for child care administrators. The 
students enrolled in the class will use the microcomputer word 
processing program available to them in completing learning experiences, 
in this text* 

Instructions specific to the utilization of the microcomputer used 
in the pilot project are included in the instructor's manual. (Version 
03 of "SuperScripait" for the TRS-80 Model III and 4 was used.) 
Objectives: After completion of this chapter, it is expected that the 
student will: 

1. Tell what word processing is and explain how it can be used 
by child care administrators. 

2. Tell how word processing can be used in the student 1 s 
individual child care situation. 

3. Explain the terminology that applies to word processing on the 
microcomputer in a general sense and the terminology for the 
specific program being utilized. 

4. Use the word processing program on the available microcomputer 
to complete learning experiences as assigned by individual 
instructors . 
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5. Edit the information in documents to coincide with a variety of 
requirements of the learning experiences covered* 

6. Develop a plan to teach others in the child care setting how 
to use the word processing program* 

Notes: 
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LEI - Pretest covering word processing (LEI/PRETEST) 



Learning Experience 1 
Pretest on Word Processing Using the Microcomputer 

A A AAA if if if A A 

The student will: 

Answer the following questions before studying the material in this 
chapter. If you do not know the answer simply write "don't know." 
Please use ink. 

WwwWWwwwWW 

1. Explain in your own words what is meant by "word processing". 

2. Why do you think word processing is the most utilized microcomputer 
program today? 

3. When purchasing a microcomputer, what do you need to look for as 
far as word processing is concerned? 

4. List the seven work flow steps of word processing and briefly 
tell what each one does. 

5. What does "scrolling" siean? 
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6. What it "wrap around 91 ? 



7. What it a proofread program? 

8. What it the maximum number of charactert that can be uted in 

naming a document? What type of characters does the 

first one have to be? 

9. If the name of a previously created document is forgotten, how can 
the name be found to access it on the diskette? 

10. What is a "cursor"? 

11. What is a "ghost cursor"? 

12. What does "centering" mean? 

13. What is a "global search"? 

14. What is a "menu"? 

15. What do you wish to gain from learning word processing? 

(The other side of the page may be used to answer this question.) 
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Learning Experience 2 
An Introduction to Word Protesting on the Microcomputer 

*********** 



The student will: 

1. Read the following material regarding the use of the word processing 
program with the microcomputer and be prepared to discuss it in 
class . 

2. Read the supplementary readings listed at the end of the learning 
experience as assigned. 

*********** 

Introduction 

Word processing is one of the most popular applications for micro- 
computers and is often the first software acquired by the new micro- 
computer owner. In a recent survey of microcomputer owners, word proces- 
sing was the single most consequential computer application. It was also 
the one with which users were most satisfied. (Consumer Report, Feb. 
84). Everyone uses some form of written communication, and the micro- 
computer makes it easier to compose and print a document. Child care 
administrators are no exception. The microcomputer can assist in admini- 
strative functions and facilitate the creation of the many documents 
used by the center. With the microcomputer, the document can be composed 
on the screen, proofread, a first draft printed at amazing speed, the 
document edited and revised with very little effort, and a top quality 
printed document produced. The document is electronically filed on a 
diskette and may be recalled for additional copies or revision at a 
later day. 
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What It Word Proct taint? 

Word processing it the manipulation or processing of vordt in any 
fashion whether it be auditorily, with pen or pencil on paper, on « 
typewriter, or on • computer. According to Peter McWilliama, tht 
procttting of words takes place in the mind. He says, "From the word's 
in one's vocabulary, one telectt a clump of them that bett fitt the idea 
at hand. Then, by a gradual procett - known at polithing in tculpture 
and editing in writing • the excess it removed and the final work ttandt 
alone 19 (McWiiliams 1982). 
What it Word Processing on a Microcomputer? 

Word procett ing on the microcomputer it Manipulating words on a 
special program detigned for a tpecific microcomputer . Each brand of 
microcomputer on the market hat its on word procett ing program with itt 
own unique features. 

Word processing includes putting wordt on the microcomputer, 
reorganising them and tending the written vord printing electronically. 
Entering the data (keying it on a keyboard to a ditkette) it called 
input . Data can be entered very rapidly. The microcomputer simplifies 
the procett of document preparation by permitting the uter to manipulate 
information in wayt that cannot be done at the typewriter. 

Available on almost all word procetting programt it the ability 
known as "wrap around 11 . When the end of a line is reached, the next word 
is automatically placed on the next line. There it no need to return a 
carriage or pause to hyphenate at the end of the line, to ttart over if 
a yord or sentence needt to be inserted, or move a paragraph from one 
part of the document to another* With a simple command, the micro* 
computer will do these tasks and immediately display the results* 
These features greatly speeds up typing. 

q Stu-lII-6 
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The nttd to throv away pages and retype, to correct errors or sake 
changes is eliminated. With word processing, errors are corrected before" 
they are committed to paper. The rest of the document adjusts itself to 
any changes in the typed line. Similarly, words sentences or paragraphs 
can be added, deleted or moved without atarting over or doing extensive 
retyping. The microcomputer can organise, search and manipulate infor- 
mation and then file it in an orderly way (Consumer Report, September 
1983). 

A microcomputer programmed to perform word processing has the 
capacity to greatly increaae the productivity of child care personnel. 
Time spent on routine office procedures is reduced. Staff will be free 
to do more with and for the children. 
Supplementary leadings: 

1. "Computers - Should You Take One Into Your Home?" Consumer Reports 
48, no. 9 (September 1983): 461*486. 

2. "Home Computers for Word Processing." Consumer teports 49, no. 2 
(February 1984): 82-97. 

3. Magna, R.J. "Computer Basics for Nonprofit Organisations." The 
Craotsmanship Center News (July/August 1983): 15 - 29. 

4. McUiiiiama, P.A. pie Personal Computer Book : Los Angeles, Calif: 
Prelude Press, 1982: 101 - 109. 

5. Radio Shack, SuperScr ipsit Reference Manual : Fort Worth, Texas: Tandy 
Corporation, 1982. 

6. Ziajka, A. "Microcomputers in Early Childhood Education? A First 
Look." Young Children 38, no. 5 (July 1984): 61-67. 
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Learning Experiences 3 
Word Processing Applications in the Child Care Situation 

A A A A A A A to to to 

The student will: 

1* Read the following list of possible uses of the word processing 

program on a microcomputer for child care. 
2. Think through one's own child care center operations and add other 

applications to the list. 

AAA A A'A'A'A'A'A 

The following are some possible applications of word processing using 
the microcomputer in the child care profession: 



* Correspondence 

* Children records 

* Staff records 

* Reports 

* Form letters 

Add your suggestions here: 



* Manuals /handbooks for parents and staff 

* Training materials 

* Lesson plans 

* Menu writing and changes 

* Recipes 
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Learning Experience 4 
Analyzing Word Processing Needs in the Child Care Setting 

** * ** * **** 

The student will : 

1. Read and be prepared to discuss the following materials on analyzing 
word processing needs in the child care center. 

2. Investigate the software currently available for use in the child 
care center. Take an inventory of what is available and what will be 
needed to efficiently use word processing as described in these 
learning experiences. 

3. If no word processing program is available at the child care 
center, but a microcomputer is being used for other purposes, 
investigate the possibility of using word processing on the 
available hardware. ( HINT : Is a microcomputer being used for 
bookkeeping? ) 

4. If there is no microcomputer available at the child care center, go 
to several microcomputer vendors and find out what software would be 
needed to meet word processing requirements. Find out if anything is 
available specifically for child day care utilization. 

5. Write a report on the findings. 

********** 

Word Processing Requirements 

To fully utilize word processing in the child care setting, the 
fol lowing are sugges ted : 

• Microcomputer with at least one disk drive (2 are recommended) 

• Printer 
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• Ribbons for printer 

• Print wheels if necessary to use printer 

• Word processing program 

• Proof reading program (electronic die tionary ) 

• Floppy diskettes 

• Paper for printer 
Purchasing the Word Processing Program 

Word processing is one of the programs chat should be considered 
first when purchasing a microcomputer. Before buying hardware, find out 
the capabil ities^jof^che microcomputer as applied to word processing. 
Before investing in a microcomputer, it is important to know what the 
microcomputer will do with regard to the software programs to be used 
most frequently. There are some variances in what microcomputers will do 
as far as word processing is concerned. Read the articles assigned in 
Chapter II and shop around* Negotiate for a word processing program 
containing as many features as possible for the money to be spent. 
Ask the salesperson about: 

1. Amount of storage available 

2. Number of disk drives and the possibility of expansion 

3. Width of the screen 

4. Proofreading program (dictionary) availability 

5. "Block" manipulation possibilities 

6 . Merging capabilities 

7. Integration with other programs 

8. Printer compatibility 

■9. Assistance and training available 
10. Educational discounts 
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Storage Available - 48K is recommended for word processing; 64K or 
more it better- (Refer to Chapter I for an explanation of M K") . 

2. Disk Drives - To utilize a word processing program efficiently, a 

microcomputer should have iC least two disk drives. Word processing 
can be done with one, but electronic proofreading and efficiently 
managing files requires two drives. 

3* Screen Width - Being able to see 80 or more characters on the 

screen at one time without scrolling saves time when using the word 
processing program and makes entering data easier. 
Proofreading Program - If the word processing program has an 
electronic dictionary available, editing documents will be much 
easier. The document can be checked electronically against the 
dictionary which will point out misspelled words. Some proofreading 
programs will also indicate grammatical errors. 

5- Block Manipulation - Moving parts of a document from one place to 
another, adjusting material, hyphenating, changing line spacing 

and deleting sections are frequently used functions. A block action 
feature is very desirable in the word processing program. 

6- Merging Capabilities - It is convenient for the microcomputer to 
merge existing documents with other documents. For example a form 
letter might be merged with a mailing list. The inside address, 
salutation and designated reference words can be changed 
automatically without retyping the letter. 

7 - Integration with Other Programs - Some computers have the 
capability of integrating programs. Possibilities include 
integrating a file management document with a word processing 
document. This feature permits one to produce form letters, labels 
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and other documents which require the merging of two programs. If a 
spreadsheet can be merged with the word processing system, 
calculations can be done automatically on items such as quantity 
and price changes in menu p Tanning. 

Printer Compatibility - To utilize word processing a printer ia 
necessary. A letter ready daisy wheel printer has some advantages 
in that the finished product looks more like a typewritten copy. If 
professional quality correspondence is your primary goal, a daisy 
wheel printer will probably be your best buy. However, a dot matrix 
printer may meet your needs. High quality copy can be obtained if 
the printer has the capability of placing the dots very close 
together. Dot matrix printers are cheaper to purchase and permit 
the use of graphics. More changes in the site of print and the 
number of characters to an inch can also be done with a dot matrix 
printer. A further discussion of printers can be found in Chapter I. 
Assistance and Training - A reputable vendor will be available to 
answer questions after purchase, inform you when "patches 11 come out 
and return your telephone calls. Training might also be available. 
Negotiating for these is worth the effort. 

Educational Discounts - Frequently schools, service centers, and 
nonprofit organizations can obtain educational discounts. Check 
these out before you purchase a program. 
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Learning Experience 5 
Getting Ready to Use the Word Processing Program 

********** . 

The student will: 

1. Become reacquainted with the microcomputer 

2. Make a backup of the word processing program and file the original, 

3. Format a data diskette. 

********** 

Becom ing Reacq ua in ted vi th the Mi cr ocomputer 

Take some time to become familiar with the microcomputer. Each 
microcomputer is different and has its very own unique qualities. Study 
the screen, the disk drives, the keyboard and the printer. Read the 
reference manual or handouts from the instructor to find out more about 
the qualities of the microcomputer being used. Review the material 1 on 
microcomputers in Chapter II. 
Turn on the Microcomputer 

With nothing in the disk drives turn on the microcomputer. Refer 
to Chapter II, the reference manual being used, or ask the instructor 
how this is done with the microcomputer being used. 
Make a "Backup 1 * of the Word Processing Program 

It is important that you have a "backup" (a copy) of the word 
processing program and of subsequent documents that are entered into the 
microcomputer. The original word processing program is expensive and a 
copy should be readily available in case all or part of the program is 
destroyed or lost. The original diakette should be stored in in a safe 
place, sway from th** microcomputer. Some original programs are 
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"protected" and copies can not be made, or only a limited number of 
copies can be made* This possibility needs to be checked with the 
microcomputer dealer. In these cases, dealers will usually supply the 
original purchaser with a copy of a diskette if one is accidentally 
destroyed or lost. 

It is possible to loose a program or a document due to an 
electrical failure or break in the current. Also magnetic devices may 
cause material to be lost. It is necessary to have a copy so that 
material is not lost permanently. The most common way material is lost 
is operator error. On some microcomputers if you turn off the machine or 
remove the diskette without leaving the program, material that has been 
entered is lost. Other common reasons for losing materials are by 
accidentally deleting material, entering improper commands and 
"freezing" material. Consequently material should be written into memory 
and backups be made frequently. 
To Make the Backup 

1. Turn on the printer and the microcomputer as instructed. 

2. Follow the instructions carefully for making a backup. 

3. Make a label for the backup. (See instructions on the care of 
diskettes in Chapter II.) 

4. Put the label on the backup. 

5. Return the original of the word processing program to its envelope 
and store it in a safe place. 

Format a Data Diskette 

It is suggested that data be typed on data diskettes rather than 
on'the program diskette. Since the program diskette contains all of the 
commands for the microcomputer, it does not have much room left for new 
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information. With two disk drives, new information can be written 
directly to the data diskette and- not be placed on the program diskette. 
However, if the proofread program is to be utilized, the document will 
have to be temporarily copied to the program diskette because the 
program commands are necessary to use the proofread program. If a third 
diskette drive is available, the document does not have to be copied on 
to the program diskette. 

When a diskette has been formatted, :t has been prepared to 
receive information. Space is allocated on the diskette much like space 
on a piece of paper used in a typewriter. If a new diskette is not 
formatted, it cannot be used. With some microcomputers, diskettes are 
automatically formatted when backups are made. With others, the user 
must do the formatting. 
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Learning Experience 6 
Using A Word Processing Program 

** A******* 

The student will; 

1. Read the following material regarding the use of the word processing 
program and be prepared to discuss it. 

2. Read the material in the reference manual and/or handouts regarding the 
particular word processing program being used. 

3. Review the parts of the computer used in word processing and the 
steps taken with reference to the program being used. 

********** 

Word processing using the microcomputer involves the following steps: 

• Input 

• Proofread 

• Print First Draft 

• Edit and Revise 

• Finish 

• Print 

• File 

A * In P ut - Input includes all the information entered on the 

diskette. Input is putting materials "in". Formats such as mar- 
gins, linespacing, lines per page, pitch and type of document 
are all entered into the microcomputer. The document is then 
typed using the microcomputer keyboard and recorded on a floppy 
diskette. The keyboard is used like a typewriter. Some keys are 
used for different purposes. A combinations of keys may do 
different things. These key commands will be different for each 
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microcomputer. Check with the reference manual or instructor for 
•pecifica for the microcomputer you are using. 

B. Proofread - The document is viewed on the screen and is checked 
for errors in spelling, grammar, construction etc. If you have a 
proofread program, spelling can be checked electronically. 

c * Print f irst draft - The document is printed for review. A copy 
(called a hard copy) is made by entering a print command. Be sure 
the printer is on and the paper is in the correct position before 
printing begins. Each microcomputer has its own commands to tell 
the printer what to do. ■ 

D. Edit and revise - The hard copy is read and changes are made as 
necessary. Material can be manipulated electronically (words, 
sentences or paragraphs can be changed, copied, deleted or moved 
on the screen without making a hard copy. 

E. Finish - The steps involved in completing the document are 
referred to as finishing. One may need to scroll left and right 
and up and down, so the entire document can be checked for accur- 
acy. The proofread program can be used again to double check for 
spelling errors. The words in the document may be hyphenated 

by using a block command. 

F. Print - The final draft of the edited document is printed on the 
desired paper. Letterhead can be fed into the printer as one feeds 
paper into a typewriter. Forms can also be used as they would be 
used on the typewriter if the proper spacing has been 

allowed. 

G * File " A copy of the document is stored on a diskette in an 
economical way for future reference. The document can be 
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compressed into a smaller form electronically for economy of 
storage. (When the document is brought back up, it is as it was 
originally typed.) The document is then copied on to the data 
diskette where it is stored. As material from a child care center 
is placed on the microcomputer, diskettes can be set up allowing 
for each type of files (correspondence, staff records, children, 
etc . ) . 

Parts of the microcomputer used in word processing . 
Review the material in Chapter II, handouts from the instructor and 
the reference manual regarding the parts of the microcomputer . In 
word processing, you will use: 

* Screen 

* Keyboard 

* Backup of the \ord processing program 

* Formatted floppy diskette 

* Proofread program, if available 

* Printer 
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Learning Experience 7 (Draft III) 
Writing a Letter Using Word Processing 
********** 



The student will: 

1. Complete keystroke exercise (Figure 1). 

2. Copy a sample letter using a word processing program (Figure 2). 

3. Print the letter. 

4. Make an envelope for .the letter (Figure 3) 

********** 

Each microcomputer performs the steps involved in producing a 
letter differently. Check with the instructor and/or the reference 
manual for the procedure on the particular microcomputer being used. 
(Instruction for using the TRS-80 Model 3 word processing software 
SuperScripsit will be found in the instructor^ manual). 

Before keying in the letter, become familiar with the following 
commands (key strokes) on the microcomputer being used: Write the 
appropriate key strokes beside each command on the form shown in Figure 
III-l. 

After completing the key stroke exercise, key in the letter 
(Figure III-2) following the sequence below: (Refer to Chapter II, 
previous learning experiences, the reference manual and/or reference 
sheet for assistance or ask the instructor.) 
1. Turn on the printer and microcomputer. 

2.. Put the word processing backup program in the appropriate drive. 

3. Put a formatted diskette into the appropriate drive. 

4. "Boot" your machine to access these two diskettes. 



Stu-III-19 



er|c 



94 



5. Access word processing by entering the appropriate command. 

6. Study the "menu". 

7. Set up the system commands if this is the first time the diskette 
has been used. This will establish some general features or systems 
for all future documents typed on this diskette such as linespacing, 
operator etc. It is possible to change these if necessary for each 
document , but convenient to have them standardized. Each micro- 
computer is different on this, so check with the reference manual or 
with the instructor. 

8. Open the document - Check the prompts of the microcomputer being 
used regarding how to open a new document and do so. Usually a main 
menu is available. From that main menu, the open document cption is 
selected. Name the first document LET/ LET and answer the requests. 
Be sure to request the correct drive to indicate that the document 
will be typed on the data diskette. 

9. Set the margins and tabs. Note the status line and check Chapter 1 
and the reference manual. Set margins and tabs as follows: 

Left Margin 1 .0 

Right Margin 7.5 

Tabs 1.5 and 5.0 

Save the tab line for future reference. 
10. Eater the letter, copying the sample letter (Figrue 2) exactly as 
it is provided. Include the letterhead, 
a • Key in the let terhead : 

b. Center it as shown using the appropriate key. 

c. Key in the date at tab 50. 

d. Remember to write to memory frequently* 
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t. Key in the inside address using the capital key at necessary. 

f. Key in the body of the letter. 

g* Key in the complimentary close at tab 50 

11. Proofread the letter by scrolling. 

12. Print a dr*ft of the letter. 

13. hake necessary corrections by deleting, inserting etc. 

14. Print a final copy. 

15. Key in the return address and address on an envelope for the letter 

a. Request a new page 

b. On a sheet of paper mark off the size of a business envelope 
(4 1/4" x 9 i/2") 

c. In the upper left hand corner have the microcomputer print the 
return address of the center. 

d. At the appropriate- place on the envelope, print the address of 
the parents to whom tht letter will go. 

e. Print a copy and check it carefully for spacing. 

f. Insert an envelope into the printer and print an envelope. 
(Figure ). 

16. Turn the ass: naent in to the instructor for evaluation. 

17. Quit the document. Take out the diskettes and store them* 
Notes : 

1. This activity was changed from the pilot project to accommodate 
students 1 recuests for more experience with data input and manipu- 
lating materials. 

2. With che approval of the instructor , the students may substitute a 
letter applicable to their individual situation in place of the 
sample letter. For practice, compose a letter of your own choosing. 
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Learning Experience 7 (LE7/KEY) - Keystroke exercise on microcomputer 

being used. 



Before typing the letter in Learning Experience 7, please complete the 
following exercise by listing the key strokes used for each command on 
the word processing program being used in class. 



SIMPLE KEY STROKES FOR INPUT AND EDITING 
KEY STROKE EXERCISE 

Commands Keys to Use 

Setting margins and tabs 

Entering data 

Capitalizing 

Inserting letters, words, sentences, etc. 

Deleting (erase letters or words) 

Scrolling (moving left, right, up, down) 

Printing the document 

Quitting the document 

Viewing the directory of documents 

Copying the document 

Requesting a new page 

Write to memory 

List below other key strokes that your word processing 
program uses for simple input and editing 



Figure III - 1 
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LE7 - (Letter to key in) LE7/LET 



Longhorn Child Care Center 
1234 Longhorn Street 
San Antonio, Texas 78229 
Telephone (512) 732-2858 



July 23, 1984 



Mr. and Mr*. Tom Hill 

5628 Ellison Drive 

San Antonio, Texas 78245 

Dear Mr. and Mrs. Hill: 

It is time to think about a new school year at Longhorn Child Care Center. On 
Wednesday, August 15. at 7:30 p.m. , we will have an open house to introduce 
parents to our program and to show off the remodeling project we have 
completed during the summer. 

We would like to invite you both to attend. Please bring Paul with you to 
meet his new teacher, Mrs. Marsha Dalton, and to see his new classroom. It 
wxll be good to be open again and to see all our returning children and 
parents and to greet new ones. The remodeled building will double the 
capacity of our center and will be worth the two months of closing this 
summer. 

We look forward to seeing you on August 15. Plaase call Alice Stillman, our 
assistant director, at 733-2858 to let us know if you will be coming. 

Sincerely , 



Rebecca Ortiz, Director 
Longhorn Child Care Center 
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Envelope for letter - LE7 



Longhorn Child Cere Center 
1234 Longhorn Street 
Sen Antonio, Texas 78229 



Mr. end Mrs. Tom Hill 

5628 Ellison Drive 

Sen Antonio, Texas 78245 
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Learning Experience 8 (Draft III) 
Editing a Letter 

A Ail I I I I * UU 
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The student will: 

1. Review commands used in the word processing program being used. 

2. Edit the letter keyed in, in Learning Experience 7. 

3. Print the new letter. 

frk it ft ft ftft^tftft 

With word processing it is possible to make changes in the letter 
with a minimum of effort and without rekeying in or starting over. 
Before proceeding ahead check the menu and be sure the "system setup" 
is correct and that all of the "defaults" have been entered. If you are 
unclear, check with the reference manual and/or the instructor. 

There are two kinds of editing that can be done with the word 
processing program. Simple editing involves scrolling across the 
document to find errors, checking the screen for anything out of place, 
printing a hard copy of the document, manually checking it, noting 
changes, making the changes on the word processing program using the 
keys studied so far (delete, insert, scroll, etc.), again checking for 
errors, printing and proofreading manually. More avanced editing will 
be covered in future learning experiences when block actions and 
electronic proofread programs are studied. At this time, the letter 
typed in Learning Experience 7 will be editied using simple editing 
techniques • 
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1. Review the commands learned in Learning Experience 7. 

2. Make the following revisions in the letter keyed in: 

A. Change the margins to 1.5 and 7.0. 

B. Change the tab setting to 2.0 and 4.5. 

C. Change the day of the meeting to Tuesday, August 14. 

0. Indent each paragraph 5 spaces. 

E. Place the date and complimentary close at 4.5. 

F. Delete the last sentence of paragraph 2. 

G. Delete the word "both" in paragraph 2. 

H. Change the teachers name to Ms. Marsha Dal ton. 

1. Change the words M to see his new classroom" to M to visit his 
new classroom'*. 

J. Purposely spell 6 words wrong so you can later change thera 
electronically . 

3. Print the letter again with the above changes. 

4. Look at the letter and make other changes you see beneficial. 

5. Print the letter again with your changes. 

6. Circle the errors and put it aside for later reference. 
Notes ; 

1. Sample letter on master diskette (LE8/LET) with misspelled words. 
Hard copy is provided here as a sample. The student may want to 
individualize this letter to meet needs. 
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LE8 - Edit a letter - (LE8/LET) misspelled words are okay 



Longhorn Child Care Center 
1234 Longhorn Street 
San Antonio, Texas 78229 
Telephone (512) 732-2858 



July 23, 1984 



Mr. and Mrs. Too Hill 

5628 Ellison Drive 

San Antonio, Texas 78245 

Dear Mr. and Mrs. Hill: 

It is time to think about a new achool year at Longhorn 
Child Care Center. On Tuesday, August 14, at 7:30 p.m. . we 
will have an open house to ^ ntrce^ pjrents to our program and to 

^show^off the remodeling project we have completed during the 

. sumner , 



We would like to invite you to attend. Please bring Paul 
with you to meet his new teacher, Mrs* Marsha Dalton, and to 
visit his new classroo m. It will be good to be open again and to 
see all our returning (etuTretT) and <£ar5ets> and to greet new ones. 



We looky^f orwradj to seeing you on August 15. Please call 
Alice Stillman, our assistant director, at 733-2858 to let us 
know if you will be coming. 

Sincerly^) 



Rebecca Ortiz, Director 
Longhorn Child Care Center 
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Learning Experience 9 
Editing Using Block Action 

A'A Ar A A A A A A A A 



The student will: 

1. Edit the letter using "block action commands". (Use LE8/LET) 

• deleting 9 moving, copying or adjusting words, phrases, 
sentences | pages or the entire document 

• searching for and deleting or replacing specific words 
or phrases 

• hyphenating the document 

• changing the line spacing 

• adjusting tabs and margins 

• freezing portions or all of the document 



Check the microcomputer being used to determine if it permits any or 
all of these options. The reference manual or the instructor will help 
in determining this capability. Read how to carry out these commands and 
then complete the following exercise. 

1. Many microcomputers will permit moving sections of the document from 
one place to another by blocking off parts and moving them. A 
microcomputer with this capability greatly faciliates editing and 
the preparation of a final copy. In this learning experience, a 
section of the document will be called a "block". Manipulating 
"blocks" will be referred to as "block-action". By using "block- 
actions" parts of the document can be deleted, moved, copied, or 



AA AAA' 
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adjusted*. Make the following changes in the letter using the letter 
prepared in the previous learning experiences: 

A* Copy the entire document using block action by "blocking 
off the document at the beginning and again at the end* 
Execute the "block action command" to copy and then the 
command to recall* The entire letter will be copied* Two 
copies will now be available* 

B. Move to the end of the first letter and put in a new page 
marker* 

C. Using the copied document, block off the last sentence of 
paragraph 2 ("The remodeled building etc"*...) and delete 
it. 

D. Block off the complimentary close and place it at tab stop 

4.0; 

E* Adjust the entire document to contain this new tab setting. 

F. Change the line spacing of the letter to double spacing. 

G. Adjust the spaces between paragraphs so that spacing 
throughout the letter is identical. 

2. It is frequently convenient to find a single word or a group of 

words in a document and delete the word or replace it. For example 
it would be possible to find all the times that the word "disc" was 
used in this text and change it to "diskette" by asking the 
microcomputer to search the document for the word and replace it. In 
the same manner a word can be deleted or pointed out* This is called 
. "global search" or "search and replace". 

A. Using the search block command, replace the word "program" 
each time it occurs with the word "center". 
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B. Atk for an indication of how many times M Longhorn M is used in 
the document* How many are there? 

C. Ask for the number of times "his" occurs. Circle them on the 
hardcopy* 

3. A letter is more aesthetically pleasing when the right margins are 
nearly even. There are two ways to do this. One is to hyphenate long 
words at natural syllable breaks. The second is to use "proportional 
printing". When this printing is used, the right margin is even and 
the spaces are proportioned within each line. This is called "right 
justified". Hyphenating words will make for better looking copying 
in either case. 

A. Using "block action" hyphenate the letter. Were there any 
words that could be hyphenated? 

B. Print the new letter, using regular printing and again using 
proportional printing. 

4* After typing a letter, it is sometimes necessary to change the 

location of parts of the letter or to indent something that was not 
previously indented. 

A. Indent each paragraph five spaces by establishing a tab 
setting five spaces in from the new margin. 

B. Adjust the tab line to include this tab setting throughout the 
document by using a "block-action." 

5. It may be necessary to freeze a block so no changes can be made in 
it. A block may be unfrozen if the exact spots of freezing are 
• recorded. 
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A. Freeze tht compliment try close of the letter. Try to change 
it by replacing the word "Sincerely" with "Yours truly". (This 
cannot be done unlets the block is unfrozen.) 

B. Unfreeze the block so this can be done. It is important that 
the place the block was frozen be written down or remembered. 
Unfreezing the block involves knowing precisely where the 
block was frozen. 

Print the new altered letter and compare it with the letter keyed in 
in learning Experience 7. 

Be prepared to discuss applications of block-action when managing 
correspondence in the child care center. What are some ways time 
can be saved? 
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learning Experience 10 
Editing and Preparing Documents 



The student will: 

1. lint tht word processing program to uki changes in a prepared 
document. (U10/J0B) 

2. Create a ntv document. 



There art many forms and document • used in tht administration of a 
child cart ctnttr. If thtat documents art on tht word procttting pro- 
gram, addition* and corrtctiont art much tatitr to makt. Tht ttudtntt 
will takt a prtpartd documtnt and makt changtt in it. Technique* covered 
earlier will be practiced in doing thia learning experience. The student 
will prepare e document of their own. 

For purposes of this text* a simulated child care center has been 
established. Documents used throughout the text will refer to this 
center, M The Longhorn Child Care Center 11 in San Antonio, Texas. Any 
similarity to a real center is coincidental. All information was 
develcped for the purpose of this worktext. The following procedures 
ere to be followed: 

1. Copy the document "LE10/J0B" from the master diskette to a data 
diskette. 

2. Make a hard copy of the "Job 'Description" document, and study it 
carefully. 

3. Bring the document on the screen and turn on the viev uode so the 
commands that have been placed in the document can be seen. 
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4. Make tht following ehangee in tht document: 

A* Uee block-action to make Section XX "Qualifications" com 

first in tht document . 
1. Dtlttt stction "C" from responsibilities. A ntv cook has bean 

hired, and aha wants to do her own shopping and food ordering. 

C. Adjust the numbering and lettering to coincide with the movee. 

D. Change the lineapacing ao the entire document is double 
spaced. 

5. Align each section so that the finished document hat the 
following configuration, with lines being indented evenly aa 
follower 

X . xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
A. xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 
I .xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

6. Uaing the search and replace feature of your word proceaaing rogram, 
change the word "center" to "program". 

7. Uae the electronic "Help" feature of the word proceaaing program (if 
it has thia feature) to request help whenever it ia needed during 
this learning experience. 

8. Hyphenate the entire document uaing block-action. 

9. Block off the new Section II, "Responsibilities" and print it in 
order that it may be given to proapective applicants. 

10. Block off the entire documene and make a copy of it. Proofread the 
document manually. Set it aside for later proofreading with the 
electronic proofread program if the word processing program being 
used has that feature. 
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Practical Evaluation 

1. Prepare a job dcacription of 2 pages for any position deaired within 
the child care center, following the general format of the job 
deacription included here, but meeting the needa of your center. Uae 
at leaat 3 levela of indentation for subparagraphs in the document. 

2. Print out the job description and turn it in to the inatructor for 
evaluation. 



Stu-III-3A 

109 



LE10 - Job Dticription Document -(LE10/JOB) 
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LONG HORN CHILD CARE CENTER 
JOB DESCRIPTION 

Job Tit It: Assistant Director of the Center 
Responsible to: Center Director 
I- Responsibilities and duties : 

A. Be on duty at the Center on days designated by the Director or 
the employment contract 

1- Daily Center hours will be rotated with the Director 

to assure administration by a legally responsible person 
at least 7 1/2 hours per day 

2. Additional time will be expected periodically for such 
duties as parent meetings t staff meetings , and other 
professional duties 

B. Assist with the maintenance of the physical environment 
including adequate materials and supplies for Center operation 

C. Assist with food service including writing shopping orders , 
and purchasing and storing food and kitchen equipment 

D. Observe and record significant individual and group behavior 
of children for Center records 

E. Answer the phone and relay messages 

F- Type and perform other clerical duties 

G. Assist with the supervision of the Teacher Aides 

H. Assist with maintaining all Center policies and records 

I. Contribute to success of parent involvement 
J. Represent the Center to the public 

K. Participate in such health and safety practices as first aid 
care, fire drills, and actual emergency evacuations 

L. Open the Center and inspect it for health and safety hazards 
each day before admitting children; receive children 
(including health check) and parents each day 
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M. Work at a Substitute Teacher in the classroom when needed 



N. Read and agree to abide by the State Minimum Standards for Day 
Care Centers 

0. Extend professional knowledge through personal readings and 
attendance rx in-service staff training (minimum of 12 hours 
per year) 

P. Perform other duties as needed 



II. Qualifications : 

A. Minimum of Associate Degree in Child Development or Early 
Childhood Education and/or Child Development Associate 
Credential 

B. Preferred teaching and/or directing experience with children 
under six 

C. Ability to select and organize educational activities in areas 
of emotional , social, physical , and intellectual development 
appropriate to the young child's needs 

D. Ability to work and plan cooperatively with other members of 
the Center staff 

E. Ability to maintain and be responsible for prompt submission 
of required records and reports 

F. Good physical and emotional health and a current health card 

G. Possession of an American National Red Cross First 'Aid Card 
(Standard Course) 
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Learning Experience 11 
Review end Introduction to Advanced Word Processing Skills 
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The student will: 

1. Review what has been covered in Learning Experiences 1-10. 

2. Consider some more advanced word processing techniques. 

3. Complete a word processing game. 

*** * ****** 

Thus far in this class, material has been covered to help the 
child care administrator feel comfortable with one of tut first applica- 
tions of the microcomputer that of word processing. The preparation 

of forms and the handling of correspondence are two of the primary uses 
of word processing for the child care administrator. 

With the material covered, many of the clerical jobs of the child 
care center can be accomplished* A simple letter hat been typed and 
envelopes made to send that letter. The letter has been edited. and 
revisions made. A job description has been input into the word proces- 
sor, manipulates made with it, and it has been stored for future use. 

There are many more complex functions that the word processing 
program can do. When there are many numbers to type, a number pad is 
convenient* The underscore, double underscore, bold type, subscript and 
superscript features of some word processing program is very useful when 
many forms are made or when papers are tnritten. "Headers 11 and "footers 11 
(notations that appear at the top and bottom of consecutive pages) are 
handy to have. "Memory" or "Uaer" keys are convenient when phrases or 
short sentences are used over and over again. 
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Several procedures thet can be done on the word processing 
program, such as making class lists, completing immunization record 
lists , typing form letters and sending them to many parents, and making 
labels for envelopes, are easier to do on a file management (data base 
management) program as is discussed in Chapter IV. The introduction to 
these functions here is for persons whose microcomputer does not have 
the capacity to do file manageaant for those who do not own the program. 

Some of the above applications are covered in the following 
advanced learning experiences. They are offered here for the assistance 
of the child care administrator in their utilisation of the word proces- 
sing program. In most instances, these applications were mentioned or 
discussed in the pilot program, but time constraints made it impossible 
to do them cn the microcomputer. It is hope that the student has time to 
explore these applications further. Hot all word processing programs 
have all these capabilities, and some have more. Those mentioned are all 
available on the TRS-80 Model III and 4 SuperScripsit that was used in 
the pilot program. For some procedures, the student will need to consult 
their reference manuals and/or instructors. 

Before moving on to the more advanced learning experiences, the 
student is to do the "word processing scroll game" on the following page 
as a review and evaluation of materials covered in Learning Experience! 
through 10 and turn it in to the instructor for evaluation. Individual 
instructors may wish to have a test or quiz or a practical application 
exercise to further evaluate progress and learning. 
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1£11/ - Word Processing Game (SprUl/Lll) 



Word Processing Spiral Game 



Complete the following "word processing spiral" using terminology that 
applies to the microcomputer utilization of the word processing program. 
Answers can be found in the Instructor's Resource Guide on page 41. A 
blank spiral is included on page 39 in order that an individualized game 
can be constructed utilizing other word processing progrms 
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1. A method for preparing printed documents such as letters, forms and 
reportJ using the microcomputer is called . 

2. To a program is to enter it or go into it. 

3. Data is stored on a which goes in a 

disc drive. 

4. Information is stored in the directory on a which is 

given a name such as "LETTERS 1 '. 

5. To make a copy of a program diskette is called making a 

6. When you print a document on paper, the resulting copy is called a 

7. When you enter information into a microcomputer, it is called 

8. The is a list of all the possibilities available. 

9. To indent to a specific spot you set a stop. 

10. The status line also tells you where the are set. 

11 • The is a blinking symbol that tells you where you are 

in a document and what will happen next. 

12. i* to move up t down, left or right on the screen or 
document so you can see other parts of it. 

13. Moving parts of the document from one place to another, adjusting 
deleting, hyphenating f printing or reorganizing them is some way, is 
called . 

14. When you make insertions, deletions and other changes it is called 
the document. 

15. To search a document to find a word or symbol every time it occurs 
is called making a 

16. To _ a document is to finish with the document and to 

leave it, at least for the time being. 
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Learning Experience 12 
Use the Proofread Program 
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The student will: 

1. Proof read documents using an electronic proofreading program. 

Most word processing programs have as a companion program an 
electronic proofread program frequently called a "dictionary". With * 
proofread program, it is possible to check a document for spelling 
errors against the words in the proofread program. For most word 
processing programs, the dictionary is available at an additional cost. 
Most proofread programs include from 35,000 to 75,000 words, with the 
capability of adding words up to a maximum capacity. 

The proofread program checks each word in the document against the 
words in its dictionary. If a word it is not found, a prompt tells the 
user that the word is spelled incorrectly and asks if it should be 
corrected. In most cases the operator must correct the spelling by 
entering in the correct sequence of letters. A few proofread programs 
provides alternate spellings. If this is a desirable capability, it 
thould be investigated before buying the word processing program. Most 
proofread programs will have an additional prompt asking whether the 
word should be added to the dictionary. Words that are frequently used, 
can be added, remembering that these words will have to be search too 
when the program checks "its dictionary". 

Most proofreading program cannot tell the difference between words 
that are spelled differently but sound alike such as "there" and "their" 
or "hour" and "our". No indication will be made that these words are 

q Stu-III-41 



spelled incorrectly since they are all the correct spelling of a word 
that was found by the electronic searcher. 

In this learning experience , the student will proofread two of the 
documents from the data diskette— the letter document the students have 
entered into the program and the revised job description document. 
Corrections will be made and new hard copies produced; Check carefully 
with the reference manual for the microcomputer being used to determine 
how to use the proofread program. In most cases the student will: 

1. Make a backup of the proofread program that is compatible with the 
word processing program being used. Return the original to the 
instructor. 

2. Copy the document that is to be proofread to a program disc if the 
program commands are not available. With three disc or more disc 
drives or when the word processing programs is in the micro- 
computer's memory and not on a separate diskette, this will not be 
necessary. Check the reference manual for the micro computer 
being used to decide where your document and program should be. 

3. Electronically proofread the letter that was typed in Learning 
Experience 8, making the necessary spelling changes. Quit the 
document. The revised document will now be on the program diskette, 
and it will be somewhat different from the original document since 
Che spelling errors will have been corrected. The original document 
should be should be replaced with the new copy. In order to do 
this, the original will need to be "killed". When this is done, care 
should be taken so that the corrected copy is not the one that is 
"killed". One way to do this is to give your new document a new name 
such as" LETTERl" or "OPENHOUS." On most programs the name cannot 
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be any longer than 8 alphanumeric characters, with the first 
character having to be alpha (letter). 

4. Make a hard copy of the letter. Compare the proof read" copy with 
the original copy. Would hyphenating the letter at any point be 
desirable? If so, hyphenate by using block action. 

5. If your printer has the capability, print the letter again 
requesting "proportional printing". Compare the two hard copies. 
The right margins are all even on the copy using proportional 
printing, however, if it were not hyphenated, there will be blank 
spaces throughout. Decide which letter is more pleasing and use the 
applicable method of printing in the future. 

6. Proofread the corrected job description document "LE10/J05" using 
the proofread program. Proofread any documents you may have typed 
for practice. 

Note 

A proofread program for a word processing program can be a great 
time saver and a genuine plus for a busy child care center. Corres- 
pondence, announcements, forms and papers will be free of misspelled 
words (with the exception noted previously). Checking this feature 
before purchasing the word processing program is an important 
consideration. 
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LE12 - Letter from LE8 efter proofreading electronicelly (LE12/LET) 



Longhorn Child Cert Center 
1234 Longhorn Street 
Sen Antonio, Texee 78229 
>ajuju Telephone (512) 732-2858 



July 23, 1984 



Mr. end Mrs. Tom Hill 

5628 Ellison Drive 

Sen Antonio, Texee 78245 

Deer Mr. end Mrs. Hill: 

It it tine to think ebout e new echool yeer et Longhorn 
Child Cere Center. On Tuesdsy, Autuet 14. et 7:30 p.m. . ve 
will heve en open house to introduce perente to our program end 
to show off the remodeling project ve heve completed during the 
sumer • 

We would like to invite you to ettend. Pleete bring Peul 
with you to meet hit new teacher, Mrs. Merthe Delton, end to 
visit hit new classroom. It will be good to be open egein end to 
see ell our returning children and parents end to greet new ones. 

We look forwerd to seeing you on August 15. Pleese call 
Alice Stillman, our assistent director, et 733-2858 to let us 
know if you will be coming. 

Sincerely, 



Rebecca Ortiz, Director 
Longhorn Child Cere Center 
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Learning Exp tr it net 13 
Advanced Word Processing - Using Special Program Coganda 



Tbt student will: 

I. Make an advertisement , brochure, fly or or other document using some 
or all of the following advanced word processing functions: 

e Continuous Characters 

e Headers and Footers 

e The Number Pad 

• Align Tab 

e Memory or User Keys 

• Underscore t Double Underscore and lold Print 
e Printing in Columns 

***+*#*#+# 

Child care administrators frequently find the need for creating an 
advertisement, brochure, flyer or other document for their center. 
Using the word processing program of the microcomputer, such documents 
can bt created easily, changed readily, and saved for future use as they 
are needed. 

Continuous typing of a character is done by holding down one key 
for the desired length of time. On most keyboards all keys are capable 
of doing this. When the number of characters desired are entered, the 
key is released. If it is desirable to have the characters center, this 
can be done by pressing the keys for centering. 

It may be desirous to have the same heading appear on page after 
page of a aulti page document. When this is done, it is called a 
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"neater". Kuabering pat" contecutively it useful throughout t decuaent. 
Vheu thete nuabert appear at cha bottom of tht page, it ia callad a 
"footer". 

Many aicrocoapvter* have a auabor M d aaparata froa tha nuaerale 
on tha typewriter. If nuaerelt art uted a treat deal in entering data, 
thit pad it aere convenient to uae than are the regular nuabert. When 
uting anny nuahtrt ia coluaaa it it convenient to fee tale to "aiign H 
then. 

Frequently the tan* worda or groupt of wordt tre typed over and 
over again in a docunent. Soma aicrocoaputera have the ability to ttore 
a detigntted nuaber af tttndard wordt, phrttet or tentencet. Thete 
ttored itent ctn be recalled with the touch of one or two keyt rtther 
then typing the entire t:«ten*nt. Xf the aicrocoaputer being uted hat 
thit feature, utt it to ttve the word "workehop" tnd the phrttet, "per 
dty cott", tnd "getting reedy for" which tre uted tevertl tinet in the 
taaiple docunentt. 

Undertcoring, double undertcoring and typing in bold type tre 
often uteful. Many word procetting tytteat have thete fetturet. Sone 
printert do not htve the capability of executing thete coananda. Check 
the printer. being uted to be ture it hat the capabilities of 
undertcoring and bold typing. 

After reading the above utter iel, the reference nanual for the 
aicrocoaputer being uted, obtaining approval ft cm the iattructor, tnd 
itying out your pltn on paper, do lot* or til of the following 
tetivitiea. 

1. Copy the "Mew tate Scale" docuaent (waking chtnget to fit your 
individual child ctre totting) 
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2. Copy the "Longhorn Armouncts ttoptning" docuntnt (asking chtngts to 
mmt ftttds) 

3. Copy the "Workshop Kotic*" asking two coluans. 

4. Prtpsrt a oat p*t*> *** column docuMat, about a subjtct of your oira 
choosing .with at itast 30 lir.aa of text* Tht docuttnt should havt a 
titlo in capital lttttrs tad ctnttrtd, soatthing undtrlintd, aad 
uso at Itast oat continuous chtracttr. 

3, Prtpsrt a col una (2 1/2" tridt by 3" long) sdvtrtittatnt to 
plact in tht local ntvspaptr, advtrtising tht child cart ctnttr to 
attract fit* busintss. Coottnt is up to tht individual studtnt. Us* 
tht following ft starts: 

4. Ust a htadtr on all of tht docuMnts prtptrtd, (Rtftr so tht 
"Longhorn' 1 htading on tht s tap It docuatntt in aasttr diskttta fro* 
projtct.) 

?• Nuabtr tht docuntni* constcutivtly using a foottr* 
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LONCHORN CHI^p f ARE CENTER 
1234 Longhorn Street 
San Antonio, Texas 78229 
T elephone (512) 732-2858 
********* **********++**+* **+*++++*+**** 



LONGHORN ANNOUNCES REOPENING 



OPEN HOUSE - AUGUST 2f 26. 9:00 - ^QQ 



Our remodeling project is finished, and we are ready 





to reopen for the new school year. 


Please join u 




New services include 




* 


Infant and Toddler Care 






Pick up at schools within a 10 mile 


radius . 




Home delivery 






Nutritious Snacks (no sweets) 






On Call Medical Services 






New Modern Adventure Playground 






Interest Center Approach to Learning 





Our teachers all have Associate Degrees in Child Development 

or a 
CDA Credential 
and are members of the 
San Antonio Association for the Education of Young Children 

We are proud of what we have to offer and want to share it with you. 

Do come in to visit with us soon. 
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LONGHORN CARE CENTER 

1234 Longhorn Street 
San Antonio, Texas 78229 
Telephone (512) 732-2858 

New Rate Scale 



Thank you San Antonio! 

You have made Longhorn Child Care Center 
one of the leading center* in this area. 



****************** 



Thanks to your aupport and preference for Longhorn 
we are now able to offer the following low coat rates: 



For School Age Children 


- Per 


Day 


Cost 


$ 2.50 


For 3 to 5 Year Olds 


- Per 


Day 


Cost 


$ 8.00 


For 2 to 3 Year Olds 


- Per 


Day 


Cost 


$10.00 


For Infants 


- Per 


Day 


Cost 


$12.00 


After School Pickup 


- Per 


Day 


Cost 


$ 2.00 


Home Delivery 


- Per 


Day 


Cost 


$ 2.50 



***** **★*★★★★*★★* 
Stop in and talk with us at Longhorn Child Care Center. 
See our new remodeled building. 
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LONGHORN rHTfeft fr ftRE CENTER 

1234 Longhorn Street 
San Antonio, Texas 78229 

Telephone (512) 732-2838 

************ * ************************** 



LONGHORN CHILD CARE CENTER 
PRESENTS 



PARENT - TEACHER WORKSHOP FOR CHILD CARE PROVIDERS 
SPONSORED BY SAAEYC and LONGHORN 
SEPTEMBER 6 AND 7 



CHOOSE THE SESSION THAT INTERESTS YOU AND JOIN US! 
advanced registration required - no charge 
donation to the SAAEYC Scholarship Fund 



SESSION 1 - SEPTEMBER 6 
AFTER SCHOOL 
3:30-5:00 

Workshop 1 
Parent - Staff Relationships 

Workshop 2 
Places to Take Children in SA 

Workshop 3 
Children Learn through Play 



SESSION II - SEPTEMBER 7 
AT NAP TIME 
12:30 - 2:00 

Workshop 1 
"We Speak for Children" 

Workshop 2 
Licensing Standards 

Workshop 3 
Panel Discussion - Guidance 
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Learning Experience 14' 
Computerizing Children' a Records 

wwwwwwwwww 



The student vill: 

l« Study tht rtcord forms bting ustd by a child cart ctnttr. 

2. Copy tht forms and complete ont using data from tht student's 
own child cart setting. 

3. Revise tht fonts to fit individual child cart ctnttr needs. 

4. Kty in data for at least two children. 

5. Stt up a computerised filt system for tht child cart ctnttr. 

Cltrical tasks that havt bttn dont manual can bt completed such sort 
rapidly and tfficitntly on tht microcomputer . Records can bt acctsttd 
and information chtcktd without sorting through a filt of materials. 
Many forms art ustd in a child cart ctnttr to rtcord information 
rtarding tht childrtn and staff. Fivt forma that art frequently ustd in 
a ctnttr art studitd in this ltarning experience —-""Class Lists", 
"Child Cart Agrttmtnt Form 11 , "Child 1 a History", "Mtdicai History Rtcord" 
and "Immunization Rtcord". Thtst forms can bt found on tht masttr 
disktttt with tht pilot program. Hard copits art included in the 
Instructor's Rtsourct Guide. Afttr copying tht forma from tht master 
disktttt to the students data diskette, the student will change the 
forms to meet the needs of their child care center. The revised forms 
will be used Co makt • record file for two children in Che child care 
center. 
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Data entry it time consuming, and in the beginning, tht child care 
adminietrator may fttl that thtrt it not timt to do thit task. If a 
ttaff member it availablt who types wall, thit ptrton can ba taught to 
utt tht keyboard of tht microcomputer with only a ftv lettont, and tht 
adminiatrator would bt rtlitvtd of that cltrical tatk. 

Afttr computing thit ltarning txptritnet and ktying in tht rtcordt 
from tht individual child cart ctnttr, it will bt pott ib It to rtcall 
rtcordt and ttt all of tht ntctttary information on tht microcomputer 
tcrttn. Xtcordt can bt ktytd in undtr tptcific htadingt tuch as "Medical 
Rtcordt", M Enrollmtnt Information", "Immunitationt ," and to on. A rtcord 
of children could alto bt maintained which would ptrmit tht vitwing of 
tht complttt rtcordt of a child, at ont would look into a filt foidtr. 

It is tuggttttd that tht arta rtcordt bt ktytd in firtt, and tht 
chiidrtn' s filt bt dtvtloptd at ont btcomtt mort accustom to tht 
microcomputtr. In Chapttr IV, "Filt Mtnagtmtnt", an tatitr ttchnique of 
producing forms and list will bt ltarntd which will grtatly facilitatt 
managing tht filet. At thit timt, tht ttudtnt thould practict, uting 
ttvtral rtcordt and put thit attignmtnt atidt to bt rtftrrtd to whtn 
"filt mtnagtmtnt" it ditcutttd. If a "filt managtmcnt program it not 
availablt in tht child cart ctnttr, rtcordt can bt computtriztd 
utilizing only tht word procttsing program* but littt and forms will 
havt to bt conttructtd manually. 

The following tttpt thould bt followed in completing this learning 
experience : 
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1. Add tht fivt forms listed btlov to tht data diskette by copying 
than from tha master diakatta. 

a Liat of children (CUSS) 
a "Child'a Hiatory Form" (CHILDHIS/L14) 
a "Child Cara Agreement" (CCAGRES/LIA) 
a "Madical Hiatory lecord" (MEDHIS/L14) 
a "Imaunication Record" (IMMUHIS/L14) 

2. Maka 2 hard copiaa of aach of thaaa forme. (Sampple hard copiaa art 
in Instructor 1 • Manual.) 

3. Pill in ona copy of aach form using tha data from ona child in your 
child cara facility. 

4. Study tha forma car* fully to dacida how tha forma could be. changad 
to ma at tha naada of your child cara facility. 

5. Copy aach form uaing "block action" ao you hava a copy to work with 
but atill hava tha original form for rafaranca purpoaaa. 

6. Maka changaa in tha forma aa applicable for your child cara 
facility. 

7. Maka a hard copy of tha changaa. 

8. Fill in data from a child, uaing tha forma created. 

9. Reviae the forma to fit the needa of the individual centar. 
10* Make a hard copy of tha form. 

II. Uaing block action, copy the forma and fill them in on tha 
microcomputer , for 2 children in your child cara facility.** 

13. Start microcomputer filaa for the areaa i.e. "Medical Hiatory", 
. etc. or for an alphabetized "children's" file or both. 

14. Devise a plan to teach another ataff member to enter the data ao the 
director doaa not have to do this. 
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Notes: 

1. The class list was prepared using the word processing program* It 
is included to provide the student with names and addresses if needed. 

2. This learning experience is a culminating one for the chapter on word 
processing. If the student is not currently employed in a child care 
facility! simulated records can be devised. 

3. This learning experience was suggested by several members of the 
class in the pilot study as one they thought desirable. It was not used 
as part of the class due to time constraints. 
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Learning Experience 15 (Draft III) 
Managing Correspondence - Multiple Mailings 

ii I i I I I *■ * * * * * 
WWWwwTTWlrWWW 

The Student will: 

1. Prepare a form letter and merge it with a list of parents. 

In Learning Experience 7, a letter was keyed into the word 
processing program on a document entitled "LE7/LET". In Learning 
Experience 8, the letter was edited and a document created called 
"LE8/LET". A personalized letter, such as this, could have been sent to 
all of the parents in the child care center if the inside address f 
salutation, name of the child, reference to his/her, and the name of the 
teacher were changed* That is a lot of changes to make, and most child 
care administrators would decide that it was impossible to send a 
personalized letter, and elect to construct a standard letter and make 
copies to send. 

Personalized letters can be sent to everyone on a mailing list 
using the microcomputer if the model being used has ths capability 
called "merging". There are two ways to do produce personalized letters 
on the microcomputer. The easiest is by merging a form letter keyed into 
the word processing program with a list of parents in a "file 
management" file. Once the data has been keyed in the program, it can be 
manipulated in many ways. The second way to prepare personalized letters 
is to key in a letter using the word processing pr^ ,ram, and making a 
"variable" document with which to merge it. A form letter is a letter 
that is printed more than once, inserting different information 



Stu-III-55 



130 



(variables) each time* The variable document consists of a list of the 
items that will vary (i.e. parent's name, address, tip code, child's 
name, etc). Once a variable is made for a group of names, address, etc., 
it can be used over again with any for* letter contaning the same 
variables. 

A variable document will list these variables with a special 
symbol before each variable. By placing the same symbols in the 
appropriate places in the form letter, the two documents can be "merged" 
(brought together). Each time the program encounters the symbol it will 
enter the variable. It sounds complicated, but really is an interesting 
application and quite easy to use once the techniques has been mastered. 
Careful preparation of both the form letter and the variable document 
are necessary to get this to work, but it can be done successfully with 
only a word processing program if the model of microcomputer being usfd 
has that capability. 

Check with the reference manual from the microcomputer beitig used 
and/or with your instructor to see if merging is possible. If it is, 
proceed with the following exercises 

1. Prepare the form letter - Use the letter edited in learning 
experience 8 and placed on the data diskette as LE7/LET, or 
construct a letter of your own to be* sent. 

2. Follow the instructions for your word processing program on how to 
prepare this form letter. These instructions will tell you where to 
put in codes to indicate a variable. A sample letter can be found 

on the master diskette. A hard copy is inculuded in the Instructor's 
Resource Guide. 
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3. Prepare the variable document from the list of parents to whom the 
letter is to be sent. This document will be a document with ell the 
items that will vary typed in a very specific way with 

defining characters to indicate where variables are to occur. It is 
important that both the form letter and the list of variables be 
typed very precisely. Take your time and follow the instructions 
carefully. A sample variable document for the TRS-80 word processing 
program is on the master diskette and the Instructor's Resource Guide. 

4. Merge the two documents following the instructions carefully. When 
both documents are keyed in t check your instructions carefully 
recording how to merge the two. The word processing program 

will automatically merge the form letter with the list of variables. 

5. Print copies to be send to at least five parents. 
Notes ; 

1. This is a supplementary learning experience to demonstrate the 
capabilities of a word processing program. In the pilot program, this 
activity was not completed using the word processing program only. It 
was done to demonstrate the capability of integrating the file 
management and the word processing program. 

2. The instructor's manual and the master diskette for the pilot 
program includes a sample of the form letter and the variable document. 

3. With some microcomputer models, it is possible to integrate other 
programs in addition to the file management program and word processing 
program* The TRS-80 software used in the pilot project, permits the 
integration of word processing with the spreadsheet as well as with file 
management. Check the reference manual to see if this is possible. (The 
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filt Mni|tMnt progm will be difcutftd in Chapttr IV and tbt tht 
•prtadihttt prograa in Chapttr V*) 
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Loaning Exptritnett 16 



Han a tint Word Frocttt int Filta on tht Microcomputer 



OOttt't tti 



Tb€ student will: 

Msntgt tht files that hairt bttn produced by: 

t Uting tht diractcry to ttt what it on k ditktttt. 
t Copying documents from ont ditktttt to tnothtr. 
• Compressing documents to ttkt Ittt room, 
t Uting dttt diskettes for ttoring similtr documents. 



Managing tht data that hat bttn ktytd into tht word proctttiag 
program it a vary important part of officiant utilisation of tht 
program. Each docuatnt that hat bttn ktytd in hat bttn tnttrtd on a 
ditktttt and stortd at a "filt". Tht sort filtt thtt ar* create*, tht 
grtattr will bt tht ntctttity to organist or me u age thott filtt in ordtr 
to conttrvt tpact on ditkttttt. Litttd btlov art soot of tht kty 
ttroktt that will bt nttdtd to manage filtt. Chtck tht word proteasing 
program bting uttd to ttt how to do tht following: 

Backup - copy tht complete conttntt of ont ditktttt to tnothtr 
Copy - copy tht filt fro* ont ditktttt to tnothtr or to tht 



Format - Prtpart a ditktttt for utt by tht microcomputer 



tas a ttast 



stmt ditktttt 



Kill 



Dtlttt a filt from a ditktttt 



Rename - 



Changt tht namt of a filt 



Dirtctory 



Look at all tht filtt on a ditktttt 



Frtt - 



Set how many frtt tpact* art available on a ditktttt 
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The Directory 

Zt it convenient, end often necessary to too what if on etch of 
tM ditkettet that have boon need* A directory it provided to toll the 
uttr what if on ccch dieketto* Chock your microcomputer to determine hov 
to get tkif in formation* 
Comer os tint g Document 

lech document thet hoe keen typed hoe keen entered on e dieketto 
end etored at e lf flle H . The more filee thet ere creetcd, the more 
noceeeity there will be to organist or manage those filet in order to 
conserve opece on ditkettet . Filet cen ke copied to toother dieketto 
heving eimiler information or they mey ke deleted if they ere no longer 
needed* In order to get eo much in forme t ion on e dieketto et possible, 
meny word proceeeing progrome permit the ceuaprceeing of documents* When 
thit it possible, e file ie rewritten to e new file ueing the Ueet 
pottikle amount of space. Both filee remain on the dieketto, eo it ie 
importent thet there ie enough apace on the diskette for both filet* 
When the compression operation ie finished, the old file cen be deleted 
to permit more room on the dieketto* 

If the word processor being uaed hae the capabilities to comprete 
filet, comprett the document t that have been creetcd. When the 
compretting process it finished. Display the directory and note the 
different Mount of space ( granules ) the old and new file took* Kill the 
old file and rename the new one to coincide in with the document 
contente and the ton tent a of filg on the diskette. Always use a data 
dieketto end not a program dieketto to etore filee* Data ditkettet have 
more apace on them for filee tince the program dieketto hat the entire 
word procetting program on it* When finithed with a document, copy the 
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docuaeat to a data diikettt and "kill" eh« docuatnt m th« prog ran 
diakette. Check th« r«ftr«nc« aanual to aa« how to do thie. Always 
backup tha data diskette to if a docuaant it accidentally, lost a copy 
will be available. 

Wet tt: 
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***************** 

Chapter IV 

STUDENT'S RESOURCE GUIDE 

FILE MANAGEMENT FOR CHILD CARE ADMINISTRATORS 
***************** 
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Chapter IV - Pile Management 



Purpose: 

The purpose of thie chapter it to teach the utilization of a file 
management (data base management) program on the microcomputer to child 
care administration personnel. Included: 

e Introduction to file management 

e Pretest for file management 

e Uses of file management for child care administrators 
e Learning experiences to utilise file management in the child 
care setting* 

Child care administrators will use the microcomputer file 
management program available to them in completing learning experiences 
in this text. It will be necessary for the child care administrator to 
have available a copy of the software and the reference manual for the 
specific microcomputer being used in order to complete the requirements 
for the learning experiences. (Specific instructions for using the 
microcomputer used in the pilot project -Radio Shack Profile III Plus- 
are included in the the instructor's manual.) 
Objectives : 

After completion of this chapter, it is expected that the student 
will be able to: 

1. Tell what a file management or data base management program is and 
how it can be used by the child care administrator. 
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2. Tell how file management can bt ustd in the student's individual 
child day cart situation. 

3. list tht filt management system to crtatt a data bast of information 
on childrtn and thtir par tnts /guardians. Print lists of childrtn 
setting crittria as requested by the instructor. 

4. Use the file management system to create a data base for staff, 
including demographic data as well as education, certification and 
health data. Print lists of staff meeting criteria as requested by the 
instructor. 

5. Merge a data base file with a form letter created in the word 
processing program. Send the form letter to parents of children in the 
center, using the file management program to make the labels. 

NOTES : 
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Learning Exptritnet 1 
Prataat on Filt Minitnitnt Uaint tht Microconputar 

(H HHHHHHHH > 

Tht atudant will: 

Coaplttt cht prtttat on filt aanagtatnt on cht following ptgt. If 
you don't know an anawar, plaaaa indicaca by aaying "I don't know." It 
ia okay to gaaa on thia prtttat. At tha and of thia topic, you aay ba 
aakad to taka thia taat again to aaa what you hava ltarnad. 

********** 

MOTES: 
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Pre Test - Pile Mana^ — gnt 



1. What art tht major functions of a file management or data 
ate management system? 



2. What arc the oases of some of the "file management" systems 
available for microcomputers? 



3. Indicate a (Yea) or (No) opposite each of the following to indicate 
if you believe it is a normal feature of a microcomputer file 
management system: 

Data base divided into segments 

____ 90 or more fields in each record 

5 or tore screen formats 

m 5 or more report formats 

5 or more label formats 

_ Stores unlimited number of records 

Allows creation of user menus 

Allows high speed access to records by use of index files 

Permits clustering of assorted fields into search groups 

Performs addition, subtraction, multiplication and division 

Performs "mass" operationa for aelected records 

Password protect screens and formats 
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Limits access and security 
Interfaces with a "word processing" system 
Interfaces with a "spreadsheet" system 
Supports "user view" of data base 



4. To operate Profile III Plus one oust use a diskette and 

• _______ diskette and if the data base is large a 

diskette is advisable. " 

5. In naming a "file" or "data base" in Profile III Plus the maximum 
number of characters permitted is . 



NOTES: 
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Learning Experience 2 
An Introduction to File Management on the Microcomputer 

A A a A A fr^HHHk 



The student will: 

1. Read the introductory material in thia learning experience and the 
reference manual from the file management program being used and be 
prepared to take part in a class discussion regarding the utilization 
of file management in the child care setting. 

2. Read the supplementary readings as assigned. 

Introduction 

File Management, or data base management as it is sometimes 
called, is an important element of child care center administration. A 
data base, of a file of homogeneous records pertaining to the children 
and staff can be created in the microcomputer, much as one would 
create a card file on this material. Data ia input via the 
microcomputer keyboard and atored on diakettes for future use. This 
stored data may be updated and manipulated using the functions of the 
microcomputer and the file management software. The moat important and 
dramatic function of a file management ayatem is the ability to 
retrieve data quickly and aelectively. Unlike the card file, where one 
muat thumb through many cerda to find the information needed, a file 
management ayatem permits the uaer to define the information desired 
and have the microcomputer produce it quickly either on the screen of 
the microcomputer or as a hard copy report. 
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File management transforms a microcomputer into an organised 
filing system, and permits tht manipulation of the data that has bean 
tnttrtd. Almost any type of information can bt stored in the system, 
and retrieved at a touch of the correct keys. File Management systems 
permit the user to customise the data base to fit individual needs. 
File segments can be set up to contain individual records, fields 
chosen for "searching 11 through the records and reports constructed 
automatically. 

Conventional filing system can only be set up in one order— for 
example, in alphabetical or numerical order. With a good file 
management system, data can be indexed or filed using many different 
criteria. By creating different screen layouts for data bases, the data 
can be displayed in several ways. 

Many file management systems will perform addition, subtraction, 
multiplication, and division, allowing records to be kept containing 
dollar amounts or other totals and to up date them easily. In some 
cases recalculations can be done automatically. Once records have been 
recorded in a data base, they can be used to print reports and make 
mailing labels. If the data base being used has the capability to merge 
with other programs for the microcomputer, a form letter can be 
prepared on word processing and merged with personalised information 
form the data base files. 

According to Consumer Reports in their extensive coverage of 
microcomputers: "Filing is such an important business use of computers 
that the file room has been renamed the office of "data base 
management. At home, you may not have much use for filing, much less 
data-base management. A box of three-by-five cards would last many 
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families for • lifetiac. If you art • collector— stsaps , coins, 
antiques, rt cor ding*, aatchbook covers— you nay vane a fila, and if you 
hava a aicrocoaputer , you can hava a beauty. Tfou Bight, for instance, 
have a list of your phonograph records electronically cross-indexed 
under composer, orchestra, conductor, soloist, year of recording, end 
anything else you can think of." 

"Progress for the sort of filing you sight do et hose are 
relatively inexpensive, and available for any aicrocoaputer. The only 
thing you wist be sure of is having enough data-storage capacity if the 
file is to be extensive. If you use the file frequently, you'd also U 
happier with disk storage rather than tape." (Consumer Reports, 1983) 

In a business, such as a ct)ild care, a sort extensive program 
sight be needed. When a purchasing a data bale for a aicrocoaputer , it 
is extresely important that questions be asked regarding what the 
system will do and match thea with the needs that will exist in the 
situation. 



NOTES: 
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Learning Experience 3 
Application of File Wwugggnt Syitw to the Child Cirt Settinj 



The student will: 

1. ftead tht following material on the utilisation of a fiit management 
system with a microcomputer and ba praparad to discuss it in class. 

2. Study tha list of possibla applications includad in Learning 
Exparianca 3 and take a list of ways a fiia management system could be 
used in the child care setting. 

By cart fully chooting your computer, printtr, and mailing list 
program, it it pott ib It to vritt ptrtoaal It t tart to tvtryont or to 
tost dtfintd group in your tltctronic data fiit. Contidtr tht impact 
thit might havt on mtmbtrthip rant wait, fund-raiting appears, or calls 
to action on Itgitiativt wing iitt includtt tht gtntral thingt a fiit 
managtmtnt tytttm can do. 

Dtptnding on tht fiit managtmtnt tytttm availablt it could do all 
or tome of tht following: 

1. Stort rtcordt and permit quick accttt to individual recordt or 
groupt of recordt. 

2. Produce different typtt of reporta bated on individual recordt. 

3. Print different typet of mailing label t for each data bate. 

4. Perform arithmetic calculation auch at additiont, tubtraction, 
multiplication and divition. 
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3. Perform recalculation, make hardcopy, delete and merge utcriili 

from different program. 

6. Mtrgt form letters with sailing lists . 

Aftar reading the applications listed here and studying the reference 
annual with the microcomputer being u sed p think of nays child care 
facilities in general can utilise file management in their dsy-to~day 
operation. Make a list and be prepared to brsinstorm regarding the 
application of a file management system to child care administrators. 



* 



MOTES: 
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Learning gxperience 4 
Oeing the Tilt Manatoment Program 

i*A& aas*#» 

TKe student will: 

1. Read tht handouts and/or reference manual with regard to the file 
management 0 r date baae being used end be prepared to discuss the 
materials in class. 

2. Review your own child cere center operations end decide on 5 or 6 
"data bases 11 of homogeneous information that you believe would be 
beneficial to maintain in e microcomputer. List the name of each one 
and briefly describe: 

A. Why is it important? 
g. Ho* it mould be used? 

C. What kind of information would you want from the data base? 

3. For each "data base 11 listed above , prepare a list of the "fields" 
(data elements) of information that you believe should be in that data 
base and indicate how many "characters" long each field should be. 

4. $«e "fields" are "key fields" on which you would want to M sort" 
records to obtain needed information and other fields are information 
fields only to be printed out or displayed with the key fields. 
Indicate on each list of data elements prepared above, those data 
elements or fields you consider "key" by placing an asterisk (*) before 
those fields. 

51 Turn responses to questions 2, 3 and 4 in for checking at the 
beginning of the next, class. 
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MOTES: 

1. Thia I taming axaariaaca it iaoortant to tha undaratanding of tha 
roaiaindar of fila aanagaaant. Raturn to tha rafaranca aanual or 
haofouta ana* reviav tha notarial on'fialda, kay fialda, sorting and on 
which fialaa aorting can ha dona in tha fila aanagaaant program haing 
uaad. It ia vary iaaortant that thia ia undaratood hafora procaading to 
tha naxt laarning axparianca. 

2. It ia auggaatad that tha atudant go hack and raviav thia taction 
hafora procoading to tha naxt laarning axparianca. 
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Learning Experience 5 

Create a Data Bate of Children and Run Reports 

««■* 

WW RRRRf RUN 

The student will: 

1. Use the file management program to create a data base of children. 

2. Make a hard copy of the data base. 

3. Expand file and add 5 new children to the data base* 

4. Run a report of the address list by zip code of the children in the 
four-year-old-class. (Hint: Can this be done? Why? Why not?) 

5. Design a new report from the children data base. Content of this 
report will be of student's own choice. Report should have "Title, Date 
and Page Number 11 in addition to actual data. Also use "Record Number" 
in the report format. Possible reports include: 

Monthly Inmunization List 
Birthday List 
Address List by Zip Code 
Emergency Contact List 

6. Run the report. Prepare a hardcopy printout of both the format and 
the actual report. Bring these to class for discussion and checking. 

Procedure : 

1. Review Learning Experience 4; 

A list of fields was created and the number of spaces needed for each 
fielJ was determined. "Key fields" for sorting purposes were 
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established. This material was checked for accuracy by Che student and 
instructor. Double check the field! for sorting . 

2. Study the reference manual for the file management program being used 
(or handouta from instructor). It is important that the student 
understand how to use the file management program for the microcomputer 
being urt^ This will require careiful study of the reference manual 



part of a lab experience in class will help in learning the technique. 
4. Create a data a base for children by imputing the data on the 



supervision, is suggested. The child care administrator can use one of 
the the following: (Choice is at the discretion of the instructor)* 

A. Use data from the administrator's child care setting. If this 
procedure is used, records containing the information with regard to 
children will be needed. (A sample of necessary records is included in 
the instructor's manual) 

B. Use the data base provided with the pilot program and found on 
the master diskettes available with this program. (40 records are 
inc luded ) 

5. Run reports using the data in the data base as assigned. 

NOTES : 

♦Time required of this learning experience will be dependent upon rhe 
data that is being used. 




and/or handouts with regard to the specific program. 

3. Enter the file management program being used by keying in the 

appropriate command to the microcomputer. Going through the steps as 



children being used for this experience. Beginning in the lab, under 
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Learning Experience 6 
Create jj Data Bate of Staff and Run Reports 



The atudent will: 

1. Use the file management program to create a data base of ataff. 

2. Make a hard copy of the data base. 

3. Add 4 new employees to the data base. 

4. Terminate 2 of the employees. 

5. Make a hardcopy of their records after termination. 

6. Prepare a report from staff records including: 

A. Last name 

B. Job Title 

C. Next Evaluation 

D. Training Hours Completed 

7. Print out report and bring to class for discussion and checking 

********** 

Procedure : 

1. This learning experience involves practice in applying what was 
learned in Learning Experience 5. 

2. Review the steps used in creating the "Children" data base. 

3. Create a data base of staff. The child care administrator can use 
one of the the following: (At the discretion of the instructor)* 

A. Use data from the administrator's child care setting. If this 
procedure is used, records containing the information with regard to 
staff will be needed. 
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B. Use the data base provided with the pilot program and found on 
the master diskettes available with this program. (12 records are 
included). 

4. Print out reports as assigned. 

NOTES : 

*Time required of this learning experience will be dependent upon the 
data that is being used. 
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Learning Experience 7 
Merge File Management and Word Processing Document • 

A . A. A m m + m m A ■ 

RRVWWWWWKW 

The student will: 

1* Prepare a form letter using the sample provided* 
2. Merge the letter with the "Children" data base. 

ITwotWWWwWWII 

Many microcomputers have the capability of merging one program 
with another. The student needs to check the programs being used to 
determine if this capability exists. If the microcomputer has the. 
capability: 

A* A letter can be prepared using the word processing program* 

B. A data base can be prepared using file management 

C. The two can be merged, sending the letter to ail or a selected 
number of the names* 

Procedure: 

1. Carefully follow the instructions in the file management program and 
word processing program being used to merge a letter with a list of 
parents and guardians. 

2. Precise input is necessary in preparing the form letter. 

3. Select the parents to receive the letter. 

4. Type labels for those parents selected using the file management 
program if it has this capability.* If the file management program 
being used does not have label making capabilities, type envelopes for at 
least two of the letters using the procedure learned in word processing. 
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NOTES; 

1. *Suppl«««nt«ry activity to enhance learning. This actiivity was not 
ineludtd in pilot prograa because of ti«e constraint*, but it a 
suggested procedure. 

2. It it •uggcsttd that the student take the pretest as a pott test to 
evaluate learning . 

3. A final project sight entail putting the records from the center 
where the student is working on the a data base and completing one or 
sore form of the students. 
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CHAPTER V 



STUDENT'S RESOURCE GUIDE 



USING THE ELECTRONIC SPREADSHEET FOR CHILD CARE ADMINISTRATIVE TASKS 



*lii«lifclt 
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Chapter V 



< HHHHHHHH » 

Utint the Electronic Spreadsheet for Child Care Administrative Tasks 
Purpose : 

Tht purpose of this chapter is to tesch the use of the electronic 
spreadsheet program and to indicate tote of the major usee of this 
software package for child care administrators* The students will be 
expected to use the electronic spreadsheet program available to them in 
completing the learning experiences in this text. 

Instructions specific to the microcomputer used in the research 
project are included in the teacher 1 s manual (VISICALC PROGRAM by 
Softvare Arts, Inc. for the Radio Shack TRS-80 Model III and 4). 
Objectives 

After the completion of this chapter it is expected that the 
student will: 

1* Tell what a spreadsheet is and explain how an electronic 
spreadsheet can be used by a child care administrator. 

2. Explain how the electronic spreadsheet can be used in the 
individual 1 s own child care situation* 

3* Explain the terminology used on the electronic spreadsheet in 
general and the terminology specific to the spreadsheet program 
for the particular microcomputer being used by the student* 
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Demonstrate tbt ability to utt a microcomputer to complete the 
learning experiences contained in the student vorktext. 
Develop a plan to effectively use the electronic spreadsheet 
program in one's own child care situation including training 
appropriate staff in the use of this program. 
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Learning Experience 1 
Pretest on the Electronic Spreadsheet 

The student will: 

Answer the following questions before studying the material in 
this chapter. If you do not know the answer simply write "don't know. 11 
Please use ink. 

1. Explain in your own. words what is meant by the term "spreadsheet 



2* List and explain the advantages of an electronic spreadsheet ovet 
the "old fashioned" paper and pencil method* 



3. When purchasing a microcomputer why would you want to first com- 
pare spreadsheet programs? 
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4. List and explain the WINDOW commands for a spreadsheet program. 



5. How art column widths adjusted on an electronic spreadsheet? 



6* What steps are necessary to format the screen display? 



7. How can titles be fixed for both rows and columns on the electronic 
spreadsheet? 



8. What administrative tasks at your own center can be more easily 
handled by using an electronic spreadsheet? 
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Lttraiag txptritact 2 
An Ittroductioa to tht Iltctrooic Sprtadthttt 



Tht stud tat will: 

1. bad tht fol loving aattrial rtgardiag tht utt of tht tltctroaic 
sprtadthttt tad bt prtptrtd to ditcutt it it clan. 

2. Utt tht tuppltatatary rtadiag litt to iacrtttt oat's kaovladgt 
of tht tltctroaic tprttdthttt tad itt butiattt applications for 
t child ctrt caattr. 



Introduction 

Tht ttrv "tprttdthttt" coats fro* tht fitld of accounting. It it 
nothing sort thta tht largo thttt of ptptr uttd by bookkttptrt tad 
accountants to do financial planning. Tht tprtadthtt? it actually a 
fiaaacial aodtliag tool* Tht tltctroaic tprtadthtct rtplacts tht 
accountant's columnar pad, ptacil, tad calculator* Thus, ia tost ways, 
tht tltctroaic tprtadthttt program it to thttt batic accouatancy toolt 
what tht word proctssing program it to tht typtvrittr. 
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Tka electronic spreadsheet prograa looks very muck like tht old 
columnar pad, but it is auch larger—too Urge to see kut * Mali 
portion of it oa tkt viewacreea at eay out tiae. WkiU tht apreadaheet 
aekee it drastically aasitr to create, edit, and uaa financial modela, 
tkere art aeny otkar uaa a of tka tltctronic spreadsheet aa far aa tka 
ckild cara administrator ia concerned. What an tltctronic sprtadahttt 
can do ia liaited only by tha built-in paraaetera of tka program and 
tka creativenesa of tka uaar. 

Tha alactroaic spreadsheet, lika its pa par counterpart, conaiats 
of a sarias of rows and columns. Typically, thara art 254 rows and (3 
co loan a. This aaana tkat a fully utilistd tltctronic spraadshaat» even 
in its siapliast fora contains 16,002 antry positions (thara ara mora 
advanced, coaplex forma available that would prokably not ka aaadad ky 
tka usual ckild cara facility.) What this atans for tha uaar is that 
avtn tha mora siapliar vara ions of tha alactroaic spraadshaat contain 
anough uatabla aaaory for tha nacassary applications naadad ky tka 
ckild cara administrator. 
Tkt History of Eltctronic Sprtadskaats 

VisiCalc was tka firat spraadskaat for aicrocoaputers . Tkis 
softwara prograa was introducad in 1978. VisiCalc kas bacoma tka most 
popular computar program of all tima. Lika so many inventiona, tka 
Visicalc program was devalopad bacause ona parson was fruatrated witk 
tha usual way of doing a task. In 1978, lob art Prankston was a student 
at Harvard Business Sckool in Cambridge t Massachusetts* He was 
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frustrated by the tedious task of analyzing business cases — three a 
night for five nights a week. Much of his analysis involved the 
preparation of intricate, extensive financial analysis. Frankston 
joined with his friend, Dan Bricklin, who was a computer programmer. 
Together they formed the Software Arts Company and began to develop the 
very first electronic spreadsheet. A third student, Dan Fylatra, 
obtained the rights to market the product and founded a company now 
called ViaiCorp, after the company's most famous program. That very 
same year, in 1978, the program was offered to the public. 

Not too long before the VisiCalc program was offered to the 
public, the Apple II microcomputer became available. (Just for your 
general information, the Apple I microcomputer was introduced in kit 
form. Very few Apple I microcomputers were sold; actually only about 
500 of them!) With a user-friendly microcomputer — one you did not have 
to put together yourself — and the electronic spreadsheet program, the 
microcomputer became for the first time a truely useable small business 
tool. Here, then, was a legitimate business use for the desktop micro- 
computer. This is not to take anything away from the microcomputer as a 
word processor, but sophisticated typewriters can do much of what the 
simplier word processing programs can do. Considering the basic cost of 
a microcomputer, it is important that it be able to do more than just 
replace the typewriter; it must truly be a business management tool. 
And that is what the electronic spreadsheet is all about. 
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There arc a variety of advantage* to the electronic spreadsheet , 
even over the financial analysis programs that were firat available for 
the mainframe computer*. Firat of all, the electronic spreadsheet is a 
visible calculator (hence, the name of the first such software 
program — VisiCalc). The model allows one to enter data and assumptions 
(mathematical formulas as well as logic statements that would be 
"if . . .then. . .else" logic (also known as Boolean functions). 

The electronic spreadsheet has many uses in child care 
administration. This chapter will only cover a very few of them. To be 
covered in this chapter will be the use of the electronic spreadsheet 
for Proposed and Actual Budget manipulations and Menu Planning. As the 
student becomes familiar with the electronic spreadsheet program, 
numerous other uses will also occur. 
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Learning Experience 3 
The Electronic Spreadsheet: How it Work; 



Purpose : 



The purpose of this learning experience is to assist the student 
to develop the knowledge and skills to begin using an electronic 
spreadsheet. The student will use the microcomputer and software 
spreadsheet prograa available. The instructor will provide the 
appropriate handouts to allow completion of the learning experience. 
Objectives: 

After completion of this learning experience, the student will: 

1. Identify the steps necessary to set up the equipment for use 
with an electronic spreadsheet program. 

2. Review the procedures necessary to BACKUP a program diskette 
and FORMAT a blank diskette to use as a data diskette. 

3. Identify the parts of the electronic tpreadaheet screen and 
tell what each part is for. 

4. Demonstrate the ability to move the highlight cursor from one 
cell to another either by scrolling or by use of the CO TO 



command . 
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The Basic -Electronic Spreadsheet 



Figure 1 provides a representation of the electronic spread- 
sheet. The one shown here is from the VisiCalc program, but most 
spreadsheets will look much the same. The first three lines of the 
screen make up the control panel. Following is a short explanation of 
each of these lines: 

1. The entry contents line: This is the top line on the screen and 
will always show right where the cursor is placed. When the 
program is first loaded into the microcomputer, the 

position or coordinate label M Al M will appear on the 
entry contents line. 

2. The prompt line: This is the middle line cm the control 
panel. On the left will appear the name of the command that is 
currently being displayed. This prompt name will be followed 
by a series of alphabet letters preceeded by a colon. Each 
letter stands for a choice offered by the program at that 
point. The control panel is said to be "clear" when there is 
no prompt on this line. 

3. The edit line: The third line of the control panel will 
display each character one types or points to with the 
highlight cursor. 

Just below the control panel is the WINDOW of the electronic 
spreadsheet. Remember that the spreadsheet is much, much too large to 
see but a portion of it at any one time. The window looks on a portion 
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of the entire spreadsheet. Across the top of the window is * border 

interspersed with alphabet letters. Each letter is a column heading. In 

s 

the VisiCelc version of the electronic spreadsheet there are a total of 
63 columns labeled A.B.C.^all the way to BI,BJ,BK. Down the left side 
of the window is a border of numbers. These numbers serve as headings 
for each of the rows. 
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THE BASIC ELECTRONIC SPREADSHEET 



ENTRY POSITION LINE 
PROMPT LINE 
EDIT L^N 




♦Recalculation Order Indicator 
**Memory Indicator 



Figure 1 
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The intersection of each column tad row defines in ENTRY POSITION. 
For example, on Figure 1, mark the entry position B4« The piece 
identified— B4- it celled the ENTRY POSITION COORDINATE, or t imply the 
coordinate. 

When the electronic spreadsheet program is properly loaded into 
the microcomputer, then one can see a set of flashing brackets that 
highlight the first entry coordinate, Al. This flashing bar is called 
the HIGHLIGHT CURSOR, or simply the cursor. When information is entered 
into the program it will appear inside the flashing cursor* 
System Setup for Using an Electronic Spreadsheet 

To use an electronic spreadsheet program one needs the following: 

* A microcomputer will 48X of RAH and two disk drives. 

* An electronic spreadsheet program compatible with the micro* 
computer being used. The instructor may ask you to make a 
backup of the program diskette. 

* A blank diskette for data storage if one is not provided by 
the instructor. Remember to format the blank diskette so 
that it will work with the microcomputer being used. 

* A printer is also necessary if hard copies of the data 
are to be made. 

* Follow the instructions provided by the instructor for 
loading the progress into the microcomputer. 
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Viewint tht Electronic Sprea dsheet 

Tbt viewscreen displayed after loading tht electronic spreadsheet 
program should look similar to that in Figure 1. The viewscreen has now 
become a window into the microcomputer's memory. Remember that you are 
only viewing a small portion of the entire electronic spreadsheet. 

Now, look at the coordinate on the screen where column A and row 1 
intersect. This is coordinate Al. Notice that the program prints this 
coordinate on the upper line of the top border of the sheet. Look down 
to this coordinate position within the spreadsheet. There should be a 
set of flashing brackets which are highlighting the coordinate Al. This 
set of brackets is highlighting the entry position and is called the 
highlight or cursor. One always writes on the electronic spreadsheet at 
the coordinate position marked by the cursor. Think of it as the point 
where a pencil would be on a piece of paper. This cursor can be moved 
in one of four directions: up, down, to the right or to the left. List 
below the user keys needed to move the cursor accordingly: 

* To move the cursor to the right: 

* To move the cursor to the left: 

* To move the cursor down the page: 

* To move the cursor up the page: 

Now practice moving the cursor around the entire electronic spread* 
sheet. Move the cursor to the following coordinates: F5, C12, D7. 
Hove the cursor to L9. Notice that the "window" now shows a different 
set of columns at the top of the spreadsheet. Move the cursor to K56* 



ERLC 



Stu-V-14 

172 



Again, a ntv "window" appears bccaust the cursor has moved down the 
spreadsheet to row 36 which could not be viewed on the original window 
that first appeared when the program cave up on the screen. 

There is an easier way to move the cursor than by scrolling which 
was what was done in the exercise above. That is by use of the GO TO 
c o— n d. Li»t in the space provided the user key which allows one to 

obtain the message GO TO on the prompt line: . Hake sure that 

the cursor is at the coordinate Al. Next type in the coordinate BK254. 
This is the very last coordinate on the electronic spreadsheet for the 
less sophisticated programs. Now press the ENTER key and notice what 
happens. The highlight cursor rapidly moved to the position BK254. What 
you have done is to use the prompt line and the edit line to move the 
cursor without having to scroll throughout the entire spreadsheet to 
find a* distant coordinate. Practice this skill until you can easily 
move the cursor around the spreadsheet either by scrolling or by using 
the prompt line command GO TO. If, by chance, a wrong key is hit and 
either the word "Value" or "Label" appears on the second line of the 
control panel, do not panic. Just find the user key for the BREAK 
command and the unwanted word will disappear • Then you can return to 
the exercise of becoming familiar with moving the cursor. 

Besides scrolling within the window that one is using, it is also 
possible to scroll throughout the entire electronic spreadsheet. 
Merely hold down the user key which allows one to move the cursor to 
Che right. What happens? The cursor moves to the right as long as 
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one holds down this key until the very end of the spreadsheet is 
reached. The other user keys can also be used to scroll in their 
various directions. 

What happens if coordinate data is entered that is nonexistent? 
Press the user key for the CO TO comtand. Nov enter the coordinate 
position AD489. Write down in the space provided what happened and hov 
this is useful to you: 
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Learning Experience 4 
Entering Data on the Electronic Spreadsheet 

Purpote 

The purpose of thit learning experience it to attitt the ttudent 
to become familiar with entering data onto the electronic tpreadtheet. 
The int true tor will provide handoutt tpecific to the microcomputer and 
aoftware being uted by the ttudent. 

Objectivet ; After completing thit learning experience, the ttudent will 
be able to: 

1. Enter labelt on the electronic tpreadtheet. 

2. Enter valuet on the electronic tpreadtheet. 

3. Enter formulae on the electronic tpreadtheet. 

4. Develop tkill in correcting errort in data entry. 

5 Develop tkill to replicate formulae, labelt, numbert , 
etc. acrott rowt and down columnt. 

Ail i t il kifcifcili i 

ITWWWwwwWH 
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So far, the electronic spreadsheet has remained empty while skill 
was developed in becoming familar vith the viewscreen and moving the 
cursor around the window as veil as the entire spreadsheet* How it is 
time to enter data onto the spreadsheet* 

It is important to always begin with a clear spreadsheet* In the 
space below write in the contend sequence that will allow one to make 
sure that the sheet is clear and that the cursor is in position Al: 



The command sequence allows one to clear the spreadsheet, but it also 
asks whether or not one wants to clear the sheet* The program is 
written to provide the necessary prompts to prevent the user from 
loosing data already entered onto the spreadsheet. With the highlight 
cursor at position Al, type in capitals the word SALES* Stop and look 
at the screen. What word has appeared on the prompt line? 

This word indicates that an alphanumeric message has been entered into 
the program which will not be used in calculations. Note also that the 
word typed into the program, SALES, appears on the edit line, followed 
by the edit cursor. The edit cursor indicates that one can still use 
the edit line to backup and correct any mistakes or to erase the data 
entered. The instructor will provide the student with a handout for the 
commands used to backup the edit cursor or clear the entry for the 
software program being used. Study this handout now so that any errors 
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ill typing can bt corrected before information is actually entered onto 

the electronic spreadsheet itself. 

If the word SALES appears correctly on the edit line, then it is 

now time to enter this word onto the electronic spreadsheet. What user 
key is used to enter information onto the electronic spreadsheet? Write 
that key in the space provided : When the appropriate 

key is pressed to enter information onto the spreadsheet, then the 
information en the edit line and prompt line disappears and the cursor 
moves to coordinate Bl. 

Suppose that as the director of a child care center you have 
published a small book of activities for parents to do at home with 
their children. Your first month's sales were $100. Mow type in the 
sales amount of 100 ( since this is a dollar value, it is not necessary 
to type in the symbol "$")• What vord apprears on the prompt line? 
Write that word in the following space: * This word is 

the one used by the electronic spreadsheet to indicate that a number or 
formula has been entered into the program. On the edit line is the 
number "100" which is followed by the edit cursor. Notice again that 
nothing has appeared on the spreadsheet itself. Everything has been 
happening on the edit line. If the correct information appears on the 
edit line then press the key used to enter the information on the 
spreadsheet. Write down exactly what happened on the screen: 
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THE BASIC ELECTRONIC SPREADSHEET 



CI (V) 1+B1 (This is the entry contents line.) 

Replicate: N-No Change, R«Relativc Change (this is the prompt line) 
CI: D1...M1: i+Bl (This is the edit line.) 




Figure 1 
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Several thing* should have been noted when the key to enter 
information was pressed. The prompt line and edit line disappeared and 
the number 100 appeared on position Bl. The top of the screen should 
now read something like Bl (V) 100. This is the ENTRY CONTENTS LINE. It 
gives a full explanation of the contents written in the entry position 
highlighted by the cursor. 

The entry content line gives three types of information: 

1. The coordinate position of the information 

2. An indication of whether the information is a label or a value 

3. The information statement itself. 

Move the cursor to the coordinate Al . Note the information that 
appears on the entry contents line for this coordinate. 

Now move the cursor to position A2 and type in the word COST in 
capitals. Press the key which will move the cursor to position B2. 
Notice that the word COST appeared on the spreadsheet at position A2 
while the cursor moved to position B2 . 

Suppose that the COST of producing the parent manual is to be 60Z 
of the amount for SALES. Now it is time to enter a "formula" . 

In order to enter a formula it is necessary to use the keys which 
indicate the basic arithematic functions of addition, subtraction, 
multiplication and division. In the space provided below, indicate 
which user keys are used for the following functions: 

Add i t ion : 

Subtraction: 
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Multiplication: 
Division : 
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In the example provided, Che symbol it used to indicate 
Multiplication. Nov enter the formula .6*Bl. This information should 
now appear on the edit line. If it does not, then use the CLEAR command 
and type in the correct information* On the entry contents line 
something like B2 (V) .6*Bl should appear which means that at position 
B2 on the spreadsheet will appear the result of multiplying the number 
at Bl (which was 100) by .6 or 60 percent. Nov press the enter key and 
the result of this formula will appear on the spreadsheet* Sixty 
percent of 100 is 60; this number should now appear on the spreadsheet* 

Move the cursor back to position Bl . Change the amount of SALES by 
entering the value 200. Write down what happened to the screen: 



The number in the cursor changed from 100 to 200. Because a formula vas 
entered in B2 which used the number in Bl , the number opposite COST 
also changed. Sixty percent of SALES, which is now 200, changes the 
COST to 120. The COST remains 60 percent of SALES. 

Move the cursor to B2 and note that the formula is still there. 
Now 9 however, the electronic spreadsheet uses the new information for 
SALES so that the formula -6*Bl becomes "601 of 200," 
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Move the cursor to coordinate A3 and enter the word GROSS in 
capitals. The gross profit from the sales is expressed by the formula 
"sales sinus cost." On the electronic spreadsheet, this would be 
represented by B1-B2. But remember, when an entry begins with an 
alphabet letter, then the programs accepts it as a label and not a 
value for calculation. In order to get the program to accept the 
formula "B1-B2" it is necessary to begin with something other than an 
alphabet letter. With the cursor at coordinate B3 , type in the formula 
+B1-B2. Because a symbol other than an alphabet letter started the 
formula, the program now will accept this information. If the 
information on the edit line is the correct formula enter it into the 
program. What happened? The difference between SALES and COST now 
appeared at coordinate B3 . The number should b- 80. 

For further practice at this point change SALES to 600 dollars. 
What happened to the rest of the screen? 



Nov change the formula at B2 to be 40 percent of Bl . What happened to 
the screen? 
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Remember chat up to now, the spreadsheet program would call 
anything starting with an alphabet letter a "label" and anything 
starting with any other symbol a "value." But suppose that one wishes 
to begin a label with a symbol other than a a letter of the alphabet. 
This is possible if the correct user key is pressed before beginning to 
enter the information. Suppose that instead of GROSS for the label at 
the coordinate A3 one wishes to use -GROSS-. Each electronic 
spreadsheet program has a user key that allows one to begin a label 
with a symbol other than a letter of the alphabet* Check with your 
instructor or the program manual to discover which user key will allow 
one to begin a label with a symbol other than an alphabet letter. Enter 

the user key description here: 1 Now put the cursor on 

coordinate A3 and change the label GROSS to -GROSS-. 
Replicating Formulas 

Look at Figure 2 and correct the spreadsheet screen to duplicate 
the one pictured there. This screen shows sales, cost and gross profits 
for only one month. (That is, only one time period is shown. It could 
be a quarterly statement or a year.) Suppose one wants to project those 
figures for an entire year. Further suppose that profits are expected 
to increase by ten percent a month. Press the correct user key to move 
the highlight cursor to Cl . Type in the formula 1.1*B1. This formula 
means that in Cl will appear the sales for the first month plus ten 
percent of that amount. Check the edit prompt line to make sure that 
the formula has been correctly typed. Enter the formula into the 
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spreadsheet. The number 110 appears at coordinate Cl on the 
spreadsheet • 
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THE BASIC ELECTRONIC SPREADSHEET 
REPLICATING A FORMULA 



CI 

Replicate: Target range 
CI. . .C1:D1. . .HI 



C 
17 




Figure 3 
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Nov suppose that one expects profits to increase by ten percent 
for each of the next ten months. One could enter a formula at 
coordinate Dl that reads 1.1*D1. However, then a separate formula would 
have to be created for each of the next ten months. Too time consuming! 
A better way would be to REPLICATE the formulc and that is what is to 
be done next. 

Put the cursor on the coordinate Cl. Next one needs to get the 
replicate command to appear on the prompt line. Check with your 
instructor or the electronic spreadsheet program manual to learn which 
command sequence will call up the "replicate 19 command. For the VisiCalc 
Program the slash mark or '7" is the user key that will bring up a 
sting of capital letters on the prompt line. By next pressing the 
"R",the prompt line will appear which shows the following: Replicate: 
Source range or ENTER. On the edit line is the coordinate which has the 
cursor, the Cl position followed by a dash. Press the key to ENTER the 
source as Cl (the source is always where the cursor is placed.) Now the 
prompt line should read Replicate: Target range. The edit line should 
now indicate the following: C1...C1:. This statement indicates that the 
formula is to be replicated only for coordinate Cl. One needs to enter 
a target range. Since, in this case, the formula is to be spread over a 
twelve month period, what column will indicate the twelfth month? 
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Vritt htrt tht coordinate which will end tht target range: 



If calculations vera correct, then the correct target range 
coordinate was noted in the space above. The appropriate end for the 
target range is Ml. Check the spreadsheet screen to note that Ml marks 
off twelve months. Mow enter Ml by moving the cursor to that position. 
Look to see that the edit line now reads CI... Ml. The cursor has jumped 
back to the source coordinate which is CI, but the prompt line has 
changed. What does the prompt line now read: 



The prompt line now should indicate something like this: Replicate: 
N«No Change, E-Relative. By pressing M H M one gets the exact formula 
replicated and Bl remains a constant of 100. But this would not show 
that sales have increased by ten percent each month. So, what is needed 
here is a "relative" change. This means that the formula for Dl would 
use 110*1.1. This would then give the figure 133.10. Thus, the 
coordinate Bl is relative to the position of the formula. The computer 
has been told the following: Take the last sales figure and increase it 
by ten percent. If the formula was entered with M no change", then for 
each month the 100 would have been a constant. Since what is wanted is 
for the sales to increase by ten percent each month, the formulas 
across the range would read: 1.1*11, 1.1*C1, l.l*Dl..*l.l*Ml. 

The source range and target range have been properly entered into 
the program. The prompt line asks for either no change or « relative 
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change in the formula. Press the appropriate key to get the relative 
formula. Watch the screen carefully. Describe what has happened in the 
space provided below: ( m , — 



Put the cursor on the coordinate Cl and note the formula that 
appears on the entry contents line. Slowly move the cursor through al 
the coordinates from Dl to Ml and note the formulas that appear on the 
entry contents line. What change in the formula indicates that a 
"relative 11 formula was used? ^ 



Now review the steps for using the REPLICATE command. Fill in the 

blanks in the steps below: 

1. Put the *t the first entry position in the 

range one wants to 

2. The user key which will begin the REPLICATE command is 
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3. The prompt line will then read 



4. Press _ to set the source range. 

5. Enter the ' range at the final position for 
replication of the formula . 

6. The prompt line now reads 



7. For each coordinate in the formula either press _ ____ or 
_ depending on whether the coordinate should remain 
unchanged, or intirpreted as relative to the position of each 
copy of the formula. 
It is also possible to replicate a range of formulas. That is, one 
c*a replicate more than one formula at a time. Check with the 
instructor for a handout on this procedure or read the manual which 
accompanies the electronic spreadsheet program being used. 
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Adjusting Column Widths 

Purpose : 

The purpose of this learning experience is to assist the student 
to become familiar with the cosmand necessary to adjust column widths 
on an electronic spreadsheet • 

Objectives: After completing this learning experience, the student 
will: 

1. Develop the skill to adjust column widths as needed. 

Load the electronic spreadsheet program and with the cursor at 
coordinate Al, type in the label "ORANGE JUICE." Enter this label into 
the spreadsheet. How does the entry contents line differ from what is 
now showing on the spreadsheet at coordinate Al? 



The entry contents line reveals the complete word "orange juice," 1 
the coordinate only allows one to view the first few letters of th 
item because the cursor is set on a column width of that many spac 
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It it possible to adjust the column width, however. This it done by 
calling up a global coaaand for setting a coluan width. For exaaple, in 
the Viaicalc Program produced by Software Arts for the Kadio Shack 
TES-80 Model III and 4 aicrocoaputers, the coluan width can be at wide 
at sixty spaces. 

Now, move the cursor to coordinate A2 and type in the nuaber 
987233.8007. Enter this nuaber into the electronic spreadsheet. Notice 
what happens on the entry contents line and at Che coordinate A2 on the 
screen. How are the two nuabers different.? 



It is important to note that although only a portion of the nuaber is 
revealed at the coordinate, the entire nuaber is stored by the prograa 
and is used in any calculations involving that nuaber. 

In the space provided, write in the coonand sequence which will 
allow one to display on the proapt line the options for modifying 
column widths: 

Now, write down the prompt which appears when the command is entered: 



Use these commands to obtain a column width sufficient enough so 
that the ent ire word ORANGE JUICE appears within the highlight cursor 
when "orange juice" is entered into the spreadsheet. What column width 
had to be selected? 
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for tht Ittt cophitticattd tltctronic tprttdthttt proems tht 
column width cowni it a CL01AL COMMAND. This miqi that whattvtr it 
doot will afftct tht tntirt window or shttt. Thut, for many 
tprtadahtttt , it it wt pottiblt to htvt varying column widtht on t 
singlt tprttdthttt. Ttartfort, it it ntettttry to ttltet tht colwm 
width than will ditplay tht information in tht most appropriatt font. 

Practict displaying column widtht of variout sites. Ditplay a 
column width of: 4, 23, 60, and 10. 

In the tpaet btlov, writt down tht ntettttry tccpt to modify tht 
width of tht columns on tht tltctronic tprttdthttt bting uttd: 
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Learning Experience 6 
Understanding the Storage Command 



Purpose: 

The purpose of this learning experience is to familarize the 
student with the functions of the storage command used by an electronic 
spreadsheet program* 
Objectives : 

After completion of this learning experience the student will be 
able to: 

1* Explain the purposes of the storage command for an electronic 
spreadsheet . 

2. Demonstrate an ability to save a current spreadsheet and load 
the saved sheet back into the microcomputer* 

3* Demonstrate an ability to appropriately name a file for stor- 
age . 

4* Demonstrate an ability to quit a spreadsheet and delete a sheet 
one does not want to store* 
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An electronic spreadsheet will have a STORAGE command which will 
allow one to do the following: 

1. Load a file previously developed into the microcomputer 

2. Save a file that one has developed or has been working on 

3. Delete a file that one no longer wishes to save 

The specific keystrokes for the operations mentioned above are 
different for each spreadsheet software program. In the spaces 
provides below write in the keystroke sequence which correspond 
to the following commands: 

a. To obtain the STORAGE command prompt type 

b. With the storage prompts displayed on the prompt line, enter 

the keystroke to LOAD a previously saved 

program. Then ENTER the file name. 

c. To SAVE a program one has beetl working on, type in the 
keystroke and ENTER the file name. 

When an electronic spreadsheet has been saved on a diskette it is 
called a FILE. Each file must be assigned a unique name in order to 
recall that file. It must be unique to the diskette on which it is 
filed. When one saves a file to a diskette, then the file name and the 
"address' 1 of where the file is located on the diskette are both stored 
on that diskette's directory. IF ONE USES A FILE NAME THAT HAS BEEN 
PREVIOUSLY USED ON THE SAME DISKETTE, THEN THE NEW FILE WILL BE WRITTEN 
OVER THE OLD FILE. If the two files are completely different, then the 
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first fiU will be lost. The first file will be erased and replaced 
with the new file of the tame name. However, if a previous file hat 
been loaded into the microcomputer and new information has been added, 
then one will want the new file to replace the old file. If one wants 
to save both files, then the new file will have to have a new file name 
different from the original file. 

It is necessary to have a VALID file name. Written into the 
electronic spreadsheet program is the conditions for a valid file name. 
These conditions must be followed if the program is to accept the file 
name. Otherwise, a message such as "invalid file name" will appear on 
the prompt line. The instructor will supply the student with a handout 
that explains the characteristics of a valid file name. 

Finally, when saving a file from an electronic spreadsheet, it is 
important to save the file on the appropriate diskette. Usually two 
disk drives will be used. One disk drive will include the electronic 
spreadsheet program. The other will be called the data diskette. When 
saving a file, one must add to the file name the disk drive where the 
file is to be stored. Check with the instructor to determine what 
keystrokes will save the spreadsheet on the data diskette. 

If there are several files stored on a single data diskette, the 
electronic spreadsheet program will usually have a way for one to 
scroll through the directory. Then one merely stops at the file name 
that is to be recalled to the screen. In the space provided below 
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write in the keystroke command which will allow scrolling through 
existing file names in the electronic spreadsheet program being used: 



Now, obtain a data diskette from the instructor which includes 
several files and practice scrolling the directroy and loading various 
files. Then make sure to save those files again on the data diskette. 
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Learning Experience 7 
slo ping a Budget «nd Manipulating the Win dov Di.play, 

* **** **** 

Purpose: 

The purpo.e of thi. learning experience i. to a.si.t the .tudent 
to develop the knowledge end .kill, to u.e «. electronic .pre.d.heet 
prorg- to develop a budget end «oip«l.t« the vindow by .plitting the 
.creen both horizontally end vertically. 
Objective.: 

After completing thi. learning experience, the .tudent vill be 
able to: 

1. Load a program from a data di.kette 

2. Fix program title, either horizontally or vertically 

3. Ju.tify a column or row either to the left or right 

4. Split the .creen either horizontally or vertically 

5. Enter data in a budget 

********* 



Introduction 

One of the primary purpo.e. of an electronic .pre.d.heet i. to 
develop a budget or manipulate an actual budget. Some of the larger 
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electronic spreadsheets can be used to produce a budget that requires 
almost a thousand columns and rovsl A spreadsheet of that size and 
complexity would hardly be needed by the usual child care business 
operation, however. 

The value of using an electronic spreadsheet for budget projection 
and storing the actual budget should be rather obvious by now. In 
developing a planning budget, changes can be made that might affect 
other portions of the budget. These changes will occur automatically if 
appropriate values and formulas have been correctly entered at the 
appropriate entry position coordinates. 

For this exercise, the instructor will supply the student with a 
data diskette which contains a planning budget and an actual budget. A 
handout will also be supplied to the student that will allow completion 
of this exercise. Remember to follow the steps carefully. Before 
entering any information into the electronic spreadsheet, check the 
entry contents line to make sure the correct information has been keyed 
in. If an error has been made, then remember to clear that information 
and retype the correct information before entering it into the 
spreadsheet. If incorrect information has been inadvertly entered into 
the spreadsheet, then use the appropriate keystrokes to clear that 
entry position and begin again. The student should have a handout which 
explains the commands for clearing an entry position. Keep that handy 
for ready reference. 
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The steps printed below should be carefully followed to complete 
this exercise: 

1. Load the program and data diskettes into the appropriate disk 
drives . 

2. Enter the command to load the file which contains the actual 
budget. The instructor will supply the name of the file to be 
entered • 

3. The screen should now look like that shown in the figure on the 
following page. Scroll through the entire budget and note the 
information in the entry contents line for each coordinate. 

Freezing Horizontal and Vertical Titles 

It is not possible to view the entire budget without scrolling to 
the end of the budget to view the items TOTAL and PERCENT. At one 
point in the scrolling process all one is able to see is a series of 
columns of figures. Without the titles these figures do not seem to 
mean much. To keep in mind what the figures on each row actually mean, 
one can "freeze" the titles so that they will always remain in the 
first column on the left hand side of the window of the spreadsheet. 
The instructor will provide a handout that will explain the process for 
freezing titles both horizontally and vertically. Use that handout to 
complete the next part of this exercise. 
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THE BASIC ELECTRONIC SPREADSHEET AAAAA AAAAftA 
*****TITLES IN COLUMN A ARE FROZEN IN PLACE 



, 9 ol 
II 

121 



MONTH 



■Bl 

JAN 



FEB 



MAR 




INCOME 


1800 


• 1800 


1800 


21.600 






PAYROLL 


480 


480 


480 


5760 


0. 


27 


ADVERTISI 


30 


30 


30 


360 


0. 


02 


DEP.RECIAT 


75 


75 


75 


900 


0. 


04 


FOOD 


210 


210 


210 


2520 


0. 


12 


INSURANCE 


24 


24 


24 


288 


0. 


01 


SUPPLIES 


60 


60 


60 


720 


0. 


03 


POSTAGE 


15 


15 


15 


180 


0. 


01 


RENT 


200 


200 


200 


2400 • 


0. 


11 



In this example, the titles in column A are frozen in place 
so that both the totals and the final two columns, TOTAL and 
PERCENT can be viewed simultaneously. 



Figure 4 
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In the space provided) write in the keystrokes which will 
display the prompt line for fixing or "freezing titles ." 

2. Write down each prompt provided by the command to fix titles 
and explaining meaning: 



3. Using the information above, freeze the titles in column A and 
then scroll across the spreadsheet until the last two column 
display TOTAL AMD PERCENTAGE. Notice that the titles in 
column A remain on the screen during the scrolling process. 

4. Now, freeze the horizontal titles. Then scroll vertically 
up and down the spreadsheet and notice what occurs. 

5. Unfreeze both horizontal and vertical titles and save the 
program under its original file name. Check the previous 
handout and follow the steps carefully. Be sure to read the 
prompt line and follow the instructions given by the program. 

6. For further practice, enter the file of the planning budget and 
go through the above procedure again. 
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Thi Window Co— nd 

Often one may with to compart rows or columns which are too far 
apart on tht electronic spreadsheet to be displayed in a single window. 
For this reason, the electronic spreadsheet program has a command which 
will allow the screen, to be split either horiiontally or vertically. 
Thus, two separate portions of the screen can be viewed simultaneously. 
In the space provided, write down the command which will display the 

prompts for manipulating the window display: 

Several possible selections can now be made. On the following line 
write down what each prompt it and what it means: 



Load the planning budget from the data diskette supplied by the 
instructor. First scroll through the budget and note the entry contents 
line for each coordinate. Then, uting tht proper ktystrokt commtnds, 
split the scretn vtrtictlly. First of til, mtkt ture thtt the curtor it 
on the coordintte El. Columot A, B, C, tnd D art now on tht left htnd 
side of the screen while columns B and F appear on tht right hand side 
of the screen. Actutlly both tidts of the screen conttin tht entire 
pltnning budget. Prove this by scrolling through the tcrten on the left 
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until it displays axactly tha ■«■* information ia ahown in tha 
•pr.adihaat on th. right. In thia tsnpU, tha valua of tha aplit 
acraan ia to allow 3=« to ••• both tha titiaa and th« final two colu-ia 
vhich contain total* *nd pnreantaga* of tha planning budg.t. 

Kotic, how.wsr, that tha cur*or r—ioad in tha *craan to tha 
l.ft. Thara i* • co»nd which will nova tha curaor to tha right *id* 
of tha .craan. Writa down tha k.yatrokaa that will nova tha curaor fro. 
ona *ida of a aplit a craan to anothar: , 

Sat both aid.« of tha acraan ao that tha iaft acraan diapiaya tha 
titlaa an< lha right acraan diapiaya coiuaw Jl and 0 which contain 
totala and parcantag.a, raapactivaly. Suppoa. that you want to acroll 
down both acraana at tha aa~ tin.? Thia can b. don. uain, anothar 
window co— nd. In tha apaca providad, writa down tha kayatrokaa that 
will allow aynchrociaad acroiling aithar horiaontaily or varticaliy: 



Practica thia cu-aod of aynchronitad acroiling with tha acraan aplit 
varticaliy. What ia tha valua of aynchronitad acroiling of a aplit 
acraan? ' 



Finally, thara will b. a pro.pt that will allow on. to di.continu. 
aynchroaiaad acroliioj. Entar that pronpt kayatroka hara: _ 
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Row, practice the various window coaaaada until familar with than. 

Quit the planning budget and antar toe actual budget. notice that 
thia ia an incomplete budget. Inter epproeriete data to complete thia 
budget and file it back on the deta diakette. Change any intonation 
already printed on the budget. Make thia aa reeliatic a budget ea 
poaaible for e child cere center which aervea thirty-five children. You 
will aeed to determine whet the profit margin ia to be. In the next 
exerciee, e copy of both the plenning budget end the ectuel budget will 
be printed to obtein e "hard copy" of the data atored on the electronic 
apreedeheet. 
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Learning Experience 8 



Printing from the Electronic Spreadsheet Program 

********* 

Purpose: 

The purpose of this learning experience it to assist the student 
to learn to print information entered on the electronic spreadsheet* 
Objectives: 

Following the completion of this learning experience, the student 
will be able to: 

1* Identify the command used for printing the electronic 
spreadsheet • 

2. Determine the printer characteristics necessary for printing 
the electonic spreadsheet* 

3. Use the printer command to print data from the electronic 
spreadsheet • 



The two primary types of printers used with microcomputers are the 
dot matrix printer and the daisy wheel printer. The dot matrix printer 
uses a series of small dots to create each typed character. The daisy 
wheel printer has a wheel of hard plastic that contains a single 
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character on each spoke of the wheel. This type of printer will produce 
a copy that looks as though it was typed on an electric typewriter. 

Before beginning to print from any software program, it is 
important to make sure that all of the equipment is properly 
connected. The printer will connect to the microcomputer by a special 
cord. Make sure that the printer is supplied with paper properly fed 
into the printer and that the printer is turned on before truning on 
the microcomputer. As was mentioned earlier, this is to ensure that no 
power surge goes through the microcomputer itself. 

The instructor will make sure that the appropriate command has 
been entered into the electronic spreadsheet program so that it will be 
compatible with the printer being used. Check with the instructor to 
learn how to enter printer codes into the electronic spreadsheet 
program for compatibility with the microcomputer and printer being 
used. 

Use the data diskette and the electronic .spreadsheet program to 
enter the file containing the planning budget. This is a completed 
budget for a one year period. A hard copy of this budget will be 
printed • 

Having completed the proper set-up procedures, one is ready to 
print from the electronic spreadsheet. The electronic spreadsheet 
programs print rectangle portions. First of all, one needs to position 
the cursor where the printing is to begin. The enter the print command. 
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In the space provided, write in what print command is used in the 
electronic spreadsheet: This command will bring up a 

prompt line. For the less sophisticated electronic spreadsheet 
programs, such as the earlier versions of the VisiCalc program, the 
prompt line will indicate three possibilities* These are: File, Printer 
or RS-232. The first prompt allows one to "print" to a diskette file, a 
modem or other device. The printer and RS-232 prompt are for line or 
serial printers, respectively. Check with the instructor to determine 
what the printer prompt commands for the program b*ing used mean and 
enter that information on the lines below: 



Nov, enter the appropriate printer command. A prompt line will 
appear. For the moment, ignore anything on the prompt line except the 
statment which requires moving the cursor to the lower right hand 
corner one wishes to print. This can be done by either moving the 
cursor to that position or typing in the correct coordinate* 

The printer will now print the section marked off by the two 
cursor positions. The best way to print a sheet that is wider than the 
printer being used can accomodate is to print the material in two 
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sections. Then the two sections can be taped together to create a hard 

copy of -the electronic spreadsheet. To do this, check with the 

instructor for specific handouts for the printer and electronic 
spreadsheet program being used. 
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Learning Experience 9 
Menu Planning on the Electronic Spreadsheet 



****** * ** 

Purpose: 

The purpote of this exercise is to assist the student to use the 
electronic spreadsheet for menu planning. 
Objectives; 

Following the completion of this learning experience, the student 

will: 

1* Demonstrate ability to develop a menu for one veek for a speci- 
fied number of children* 

2. Produce a hard copy of the menu. 

3. Describe the advantages of using an electronic spreadsheet for 
menu planning* 

Introduction 

One of the largest expenses for a child care facility is food* 
Most states set specific regulations concerning the percentage of daily 
nutritional requirements that must be provided by a child care 
facility. Food costs can be kept reasonable with proper menu planning* 
One way to do this is to produce a series of seasonal menus (menus 
which take into account lower prices because of seasonal availability 
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of certain produce). A series of such semis could be rotated on a basis 
of, say, every five or six weeks* With the appropriate data entered 
into an electronic spreadsheet program, any alterations could easily be 
made* 

Suppose the director of a child care center is used to serving 35 
children, but expects to expand operations so that 56 children could be 
served* For menus stored on an electronic spreadsheet, it would be a 
very easy process to determine how much extra food would be needed and 
how much that food should cost in the coming year* 

Obtain from the instructor the data diskette which contains the 
menu and load that file into the microcomputer* 

Read through the menu carefully so that an understanding of each 
column and row entry is developed* Note that column A provides a label 
description of each food item. Column B indicates how many children are 
to be served* In this example, the child care center serves thirty-five 
children daily. Columns C and D need to be read together. These 
indicate the portion and .description of the portion. Notice, that the . 
-.AM SNACK consists of toast and orange juice. Each child is to receive 
one (poriton) slice (description) of toast and five (portion) ounces 
(description) of orange juice. Column E then gives the total volume for 
each menu item. For example, thirty-five slices of toast are needed if 
each of thirty-five children are to recieve a slice of toast for the AM 
SNACK. 
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Column F refers to the unit size in which items can be purchased. 
Notice that the unit site for bread (fro* which the toast is to be 
made) is twenty-six. The average loaf of bread contains twenty six 
slices. Orange juice is to be purchased in the thirty- two. ounce size. 

Now, put the cursor «t E5 and notice the entry position line. A 
forumla has been entered there which is +B5*C5 . This tells the 
electronic spreadsheet program to take the number in B5, which is the 
number of children to be served, and multiply it by the portion size, 
which in this case is one slice. Thus, the volume (in this case, the" 
number of slices of toast) is thirty-five. Scroll down column E and 
note the formulas on the entry position line. 

there is also a formula to be found at G5 . That formula is 
+E5/G5 which reads, "take the volume at E5 and divide it by the Unit 
figure at F5. n This will give the number of units that have to be 
purchased to assure that each of thirty-five children receive the 

portion stated in the menu. Scroll down column G and note the formulas 

*' ■ * 

included at each entry position in the menu. 

:■; The final column. of the menu gives a description of. how each item 
can be purchased. Bread is purchased in loaves, orange juice in quarts, 
etc • 

To complete this exercise, create a menu for the remainder of the 
week. Be sure that the menu created meets the nutritional standards set 
by the state '-'acensing agency. Change the "number served" to be the 
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actual number served at the center where you are employed. If staff 
receive meals also, then be sure to include tbem in the menu planning 
process. 

Finally, print a copy of the complete menu and turn it in to the 
instructor. On a separate sheet of paper include any remarks that will 
clarify the choices made in planning the menu for the rest of the week. 

It is possible to develop a more complete menu using the 
spreadsheet that would also include the cost of the items to be 
purchased, a total cost for the day's menu and a coat per child. This 
could be important information for the child care administrator who 
must balance nutritional requirements with food costs. 

With the menu loaded into the microcomputer , move the cursor to 
column I and title this column ACTUAL QUANTITY (an abbreviation will be 
necessary to have the title fit in the space provided). Then title 
column J COST PER QUANTITY (to have the title fit in the required 
space, use $/QUAN. Remember that to begin a label with a symbol one : 
must Me a,spec£al keystroke. 'Then move . to column K and label this 
column TOTAL. Freeze the vertical columns so that the food names will 
show in column A while working on columns I through J. 

The first item on the menu is bread. The menu shows that you need 
more than a single loaf. In column I, enter a value of 2, since two 
loaves of bread will be needed to make toast for thirty-five children. 
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In column J, enter the cost of a single loaf of bread. In column K, a 
formula will be needed. This formula should indicate the total cost of 
the number of loaves of bread needed. Thus, the formula will be +I*J. 
But be sure to enter the appropriate entery position numbers as veil. 
In column K will appear the total cost of two loaves of bread. Continue 
throughout the menu to fill in the costs and totals for each item on 
the menu. When this is completed, the next step is to enter a formula 
that will give a total for column K. i, , . 

Every electronic spreadsheet has a variety of functions which can 
be entered into the electronic spreadsheet. The formula that is needed 
here is one that will total all of the value entries in column K. Check 
with your instructor or the spreadsheet program manual to discover what 
formula needs to be placed in the spreadsheet at entry position K19. 
Write the keystrokes needed to enter a "sum of 11 formula into the 
program: . Enter this formula now. Notice what, happens on 

the spreadsheet. A total for all the menu items should appear at entry 
position K19. 

• One. final item can be included on this menu program... One could 
enter a formula to calculate the cost per child per day for food. To so 
this move the cursor to column L. On the title line, type in the label 
$/CHILD. Remember to use the special keystroke to start a label with a 
symbol other than an alphabetic one. Nov, a formula must be added at 
entry position L19 which divides the total food bill by the number 
served. Enter +K19/B5. This reads, "take the total of the food 
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bill and divide it by the number of children to be served. Enter this 
formula end note whet happens on line L19. This is the total food cost 
for Monday per child. 

How about printing out a grocery list now? All that has to be done 
is to freeze the vertical column Al. Then scroll until the column which 
indicates the actual quantities to be purchased can be viewed on the 
screen. Now it is possible to print a grocery list for that day. This 
could be done for the entire week if groceries are purchased on a 
weekly basis. 

A variety of information can be easily determined by using the 
electronic spreadsheet for menu planning. Rot only can a menu be 
written and recalled at will, but also cost factors can be determined. 
In this way, the child care administrator can prepare well-balanced, 
nutritious meals at a low cost. Finally, eveu a week's grocery list can 
be printed from the information on the spreadsheet! 

To complete this exercise, develop a menu for one week. Change the 
number of children to match the number of children at the center where 
you work. Then print out the following: 

1. The menu for the. entire week. 

2. The actual cost of the menu for the week. 

3. A grocery list for the week. 

Remember to use all of the special features of the electronic 
spreadsheet program as needed. Turn in the hard copy to the instructor 
for evaluation. 
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Chapter f I 



Accounting 

WWWWWWWWW 

Introduction 

.Accurate recordkeeping it oat of the primary responsibilities of 
the child cere administrator* Keeping accurate finmciol records is a 
must U the business is to matin solvent. Many child corn edministre- 
tors would prefer to hire a Csrtifisd Puhlic Accountant or Bookkeeper 
rather than attest to keep account racords themes Wet. Certainly, it 
«ay ha necessary to una the services of a Cfk for preparing final 
reports. lower, the microcomputer can ha affectively used to keep up- 
to-date financial records avaa if the final raporta am to ha prepared 
by someone out aide of the center* 

It ia necaaaary for the student to have some haaic knowledge of 
• accounting principles and procedures before attempting to uae any 
accounting software* One should know the terminology of the field and 
the various types of account records that are kept* For this reason, the 
pretest for this unit is rather important* The atudent should seek to 
undaratand any items missed on the preteat before proceeding with this 
unijt* 
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Accountancy Software 

There it « wide veriety of accountancy software produced for the 
microcomputer. If feet, tho list mom oltaost endloss! LUttd below aro 
but o far of tho accounting aoftwore programs eveileble at of 19*4: 

1. Peachtree toftvoro Inc. This company produces tho Pooch Pok 4. 
It consists of throo interactive accounting packages for tho 
mil business with limitod microcomputer capability. Included 
oro o gooorol ledger, accounts payable, and accounts receivable, 
Tho compoay also produces o sorios of accounting software 
packages which include Accounts Receivable, CPS Multi-Lodger 
System, General Lodger, and Accounts Payable. 

2. Attache 1 toftvoro Inc. Thie company produces o package of ac- 
counting software sold in an attache 1 cose. The modules include 
Accounts Receivable, Accounts Payable, Inventory Control, 
Invoicing/ teles onolysis, Cenerel Lodger and Payroll. Tho 
Business Pak 2 includes Accounts Poyoblo and tho General Ladger. 

3. Certified Software Inc. Tho Cortifiod Accounting System is pro*. 
i ducod by this company. It Includes Payroll/ Accounts Payable, 

Accounts Race it able r Inventory and General .Ledger. * This &s an . 
entry level integrated accounting package that can be custom- 
ised b~? the user, without programing experience or sourco 
codes, to fit one's needs. 

4. Puturehouse, Inc. produces the Complete Personal Accountant. 

t This is a complete personal and small business financa package. 
A running demons t rat ion of the program ia included. 

5. Mark Data Products offers the Business Accounting System which 




Stu-VI-2 



218 



provides doublt entry Accounting. The package provides e feet 
way to process income end expenses, prepare detailed reports and 
maintain records required at tax time. 

6. Micro Architect, Inc. has developed the IAP or Integrated 
Accounting Package. It includes a General Ledger, Accounts 
Receivable, Accounts Payable, Payroll, Inventory, and Order 
Entry. 

7. Qeni Software Systems, Inc. The Accountant Program produced by 
/„. this company is designed to. provide an easy method for keeping 

records and preparing financial reports. This company also pro- 
duces the Complete Business System Program which can also print 
checks and Financial Statements as well as other reports* 

8. Softlink Corp. The Practical Accountant Program is a single 
entry accounting system specially designed for small businesses. 
It is an easy to use program with extensive report capabilities. 

9. Small Business Systems Group. This company produces a set of 
four modules for a complete accounting package. In this system, 
one is allowed considerable flexibility in designing the chart 
of accounts. The. programs produce a variety ;of reports. All of 
the modules are coordinated with one another. 

The above list is not meant to be in any way exhaustive, but only 
to show the variety of accounting programs currently available. The 
child cart administrator should carefully outline what it is that a 
microcomputer accounting program is do to. Then, check to see what 
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software it available for what Microcomputer . Most companies produce 
software for just a few microcomputers. 

If accounting is the major reason for purchasing a microcomputer 
for business use, then it is especially important to check all the 
possible software programs carefully. Be sure not to buy moire program 
than is actually necessary. In the world of business, "small business" 
could mean any company which employes less than one thousand people. 
Software prepared for the larger of the "small businesses" may actually 
be much more than is really needed. <• 
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Leerning Experience 1 
Prettst 

Purpott: 

The purport of tht of this pretett it to fivt tht ttudtnt on 
opportunity to chtck iom basic knotrltdgt fro« tht field of account ing 
If tht ttudtnt dott veil on tht prttttt, thtn ht/tht it ready to 
complete tht Iteming exercittt in thit chapter. 
Objtctivt 

- The ttudtnt will doaonatrete betic knowledge of tht fitld of 
accounting btfort attempting further leerning in thit chepter. 

1. Whet it the purpose of e Gent re 1 Ledger Syttta? 



2. Whet is e Chert of Accounts? 



3. What are the two aajor financial reports produced by e Central 
Ledger Syttes? 



4. t Whet ere the four besic cetegories of ec counts found on fineuciel 

reports? 
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5. 



6. 



To increase an asset account you (debit cradit) cha account and 
tha normal balanca of such an account is a (cradit dabit). 
Financial laports ara usually produced: 



or 



7. What is the purpose of an Accounts Receivable System? 



S. Which ef the following are produced by an Accounts Receivable 
System? (put a check by each correct ansver) 

Invoices 
C redit Memos 

Debit Memos . 

• S tatements 
Customer List 
A ged Account Report 

8* What is the purpose of an Accounts Payable System? 
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10, Which of tht following it productd by an Accounts Payablt Syst 
(put a chtck by tht eorrtct anavtrt) 

I mroictt 

Crtdit Mtaot 

D tbit Mtaot 

O pto and Clottd Itt« Lit ting 
V tndor Lit ting 
C htckt 
- 1 C htck Itgitttr 

11. What it tht purpott of a Payroll Syttta? 



♦ 



12* Which of tht following it productd by a Payroll Syttta? (put 
chtck for tach eorrtct antwtr) 
B aploytt Litting 
C htckt 

Chtck Itgitttr 

9*1A 

W-2 

Insuranct Rtport 

> P ot tint to 12 diffartot G/L accounts 



ERLC 



Stu-VI-7 

223 



Learning Experience 2 



Tht general Ledger 

Purpose: 

The purpost of this learning exercise it to familiarize the student 
with tht General Ledger portion of e complete accounting system and to 
assist the student to develop the skills to enter information into a 
general ledger using a microcomputer. 
Objectives: 

Following the completion of this learning exercise , the student 
will be able to: 

1. Explain the function of a General Ledger. 

2. Demdnstrate skill in entering data into the General Ledger 

3. Define a Chart of Accounts 

4. Explain the importance of Backup Diskettes for the General 
Ledger 

5. Describe the special features, of the General Ledger Program 
being used 

6. Explain the menu options on the General Ledger program being 
used and demonstrate skill in their use for entering and man- 
ipulating data 

7. Demonstrate skill in printing a hard copy from the General 
Ledger. 
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Introduction 

A General Ledger it a method of bringing together financial data 
from direct posting; that it, entering information directly into the 
ledger, or from other accounting subsys tests . Information can be added to 
the General Ledger from Accounts Receivable , Accounts Payable, Payroll, 
or an Order Entry system. 

From the information posted in the General Ledger, one can obtain a 
Balance Sheet, a Trial Balance Sheet, an Income Statement, or special 
reports designed by the business administrator or manager* Data in a 
General Ledger is used "to prepare reports monthly, quarterly, yearly, or 
by the previous three quarters. 

In order to produce an effective General Ledger, it is necessary to 
develop a complete Chart of Accounts. Each account included in the chart 
of accounts* must have an Account Name and an Account Number. Most 
General Ledger software programs have certain built-in Account Names and 
a series of numbers assigned to those names. With the more sophisticated 
General Ledger software programs, more flexibility in configuration of 
the chart of accounts is allowed the uaer. For example, the Small 
: Business Systems Croup General Ledger program allows the user to select 
account numbers, account descriptions, and report formats based upon 
one's own unique needs. 

All of the available accounting software share with other programs 
the fact that they are "menu-drive*." For example, the main menu of the 
SBSG General Ledger Program is as shown on the following page. This menu 
is used somewhat differently than that of, say, a word processing 
program. In this menu, it is necessary to "configure" the system before 
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attempting to add any accounting data* The system configuration accepts 
all of the specifics of the user's accounting procedures and actually 
does the system configuration and initialising of data files. 



SBSG GENERAL LEDGER CONFIGURATION MENU 



MAIN MENU: 



Configure 

Processing, Please be Patient 



1) 


Granule size 


2) 


Nuaber of Drives 


3) 


Systems 


4) 


Diskettes 


5) 


Change File Sixes 


6) 


Diskette - Drive Allocation 


7) 


Configuration Report 


8) 


Initialise Files 


9) 


Printer Top of Forts 



As has been noted with other software packages, in addition to the menus 
provided, there will also be a series of "prompts." For example, the 
SBSG General Ledger program uses the first four lines of the CTR screen 
to display the following: 
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♦line one - mm of program and mm of menu stltction 
♦lint two - prompt by tht covput.tr to uttr 
♦lint thrtt - if blinking, muting rtsponst fro* ustr 
♦lint four - built tin from tht computer (such m Processing, 

Please bt Patient ) 

Tht instructor will providt tht ttudtnt with tht necessary handouts 

to understand tht main menu items tad proctdurtt for tht accounting 

toftvtrt bting used, 

SBSC Ctntrtl Ltdgtr Ovtrvitw 

Tht Siill Butinttt Systems Group Ctntrtl Ltdgtr accounting module . 
can bt uttd to gtntratt a variety of major report* which includt Balanct 
Sheets, Trial Balanct Sheet, a 'Special Report' dtaigntd by tht uatr 9 
and Incomt Statements* All data it maintaintd and rtporttd by month, 
quarter, ytar 9 and prtvious thrtt quarters* 

Tht data filtt includtd in tht tysttm are? 

I* Tht Rtgular External Potting filt which it a random ttqutntial 
filt of uttr dtfinablt tist which contains rtgular updatt 

... posting from external modultt such, as Accounts Receivable, 
Accounts Payable, and Payroll* . 

2* Tht Dirtct Posting filt which contains transactions tnttrtd 
using tht C/L mtnu option #1. 

3* Tht Chart of Accounts filt of uttr dtfinablt sise which contains 
tht account information* 
# 4* Tht Gtntral Information Filt which is of fixed Itngth and con- 
tains tht company information* 

5. Tht Sort Arta filt which provides adequate sort space for. the 
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largest C/L file. 
6. Prograa Systea Operation filet eueh at the configuration file, 

the Diskette Nana file, the loader prograa, etc. 
Chart of Accounts Desian 

Each accounting software package includes certain "givens" vhich 
sms t be included in the Chart of Accounts file. These are Bust account 
headings if the prograa is to run properly. Also specified by the 
prograa is the account uuabering systea; that is, certain nuahers are 
set aside for particular categories within the Chart of .Accounts. 

If one were using the SIIG General Ledger aodule, then the 
following accounts in the General Ledger Chart of Accounts would have to 
be set up in order to run a fully coordinated systea: 



CASH 


HEALTH AND WELFARE PAY 


ACCOUNTS RECEIVABLE 


VACATION PAY 


ACCOUNTS PAYABLE 


OTHER PAY 


SALES TAX PAYABLE 


NON-TAXABLE PAY 


DEFEUED INCOME 


CASH-PAYROLL 


FED. WITHHOLDING > 


. SHIPPING 


STATE WITHHOLDING . 


.HANDLING, ETC. 


PICA 


REGULAR PAY 


SDI 


OVERTIME PAY 


PIECEWORK PAY 


OTHER DEDUCTIONS 



There are four basic account categories: assets, liabilities, 
in^aae and expense* Each of these it broken down into titles » headings 
and regular G/L accounts grouped at different detail levels for 
subtotals and totals* 
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Backup diskattas art aasantial whan using an accountancy softwara 
program* 

Thaaa should ba davtlopad and maintainad on four lavals: 

1. Yaarly- oaa aaparata C/L diskatta should ba maintainad for 
filing ail yaarly data varifiad. This ditkatta should ba 
labalad: "Rot for Uta—Yaar lad XX Varifiad Data". 

2. Quartarly- two diskattas should ba uaad oa ao OLD/HEW rotating 
basis. Oaa ditkatta should ba labalad "Hot for Usa; Quartar- to- 
Data Varifiad Data". This diakatta would contain tha fila of tha 
suamary of quartarly information varifiad through tha and of 
tha prtvious quartar. Tha sacood diskatta would ba uaad to ro- 
tata through tha monthly rotation which will btcomt tha aaw 
"Quartar to Data* 9 diakatta at tha and of a aaw quartar. 

3* Monthly- two diskattas should ba maintainad for monthly raports. 
Thass would ba on an OLD/MXtf rotating basis. Oat diskatta would 
ba labalad > "Mot for Usa: Month End XX/XX/XX Varifiad Data 9 *. Tha 
sscond diskatta would ba rotatad through tha currant laval 
which will baeoma tha aaw Month-End and ultimata ly tha Quartar-. 
End diskatta at tha appropriata time. 
4# Currant- diskattas on an OLD/NEW basis should ba maintainad at 
all lavals of input. A "kay laval" would ba any tima data is 
antarad or updatad (bafora ona shuts off tha computar). 
With backup diskattas dasignad as mantionad abov*, ona would ba abla to 
aasily rtcovtr data for thsse kay pariods: last yaar/and, last 
quarter/sud, last month/and, and yastarday. 
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A Caoaral ladgar lUio Mtnu 

Printad btlw is tht "main manu" for tht Still Buainaaa Systems 
Croup Gtnerai Ladgar modula: 



Caoaral Ladgar Program Stltctioo Mtnu 
Chooaa Program ly tfumbar 



DCanaral Information P/m 

2) Dirtct Potting 

3) Upd'tad 

4) ttports 

5) Chart o< Accounts P/M 
16) PiU kac ovary 

7) lad 



la this Ganaral Udgtr aoftwara packaga* tha M * u iadicataa that tht 
uaar ia to aotar a oca data; in thia caat, tht aanu itam baing aa lac tad. 
Diractly balow tha M * M ia a blinking cursor, reminding tha uaar that tha 
program raquiraa soma data in ordar to proceed. Tha "P/H" for menu item* 
I and S atanda for "Pila Management". 

Canaral Information P/M. Salacting menu item I will bring to tha 
scraan a listing of 15 items which idantify tha company by oast, Rrcvide 
tha company addraaa, allow tha uaar to antar baaic information 
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pertaining to payroll, ouch tht water of th* Mxt payroll chock, tho 
hourly roeo, • fjtoll auaber— indicating bi -monthly, bi-weekly, weekly, 
•tc, tho perio4 etert oaf ob4 date, tho eats tho coapeay'e fiscal yeer 
eaeo, Tho curreat 4ate, oa4 Federal/State tesiag auabere. The progrea 
uttt this ioforaotioo vhoa porforaiog cortoia colculotioat or printing 
out required rotor to. 

t>«rt of Account* r/H. Om uaee this aoau itoa to tot up tad 
aointoia tht chart of tccouott. Pifurt 1 oa tho following pagtt it tht 
.chtrt of accoaott developed for tho siaulottd M Loa|hore Chi It Car* 
Center". Xa this systaa, account auaoort trt tis digits, five prtdeciaol 
tad oao pott 4tciaol 4igit. For tho oatiro eyetea, tho available auaoort 
trt 10000.0 to 59999.9 . Account* auat to aeeigoed a auaber tccor4iag to 
tht following tchoat: 

. Asset* 10000.0 - 19999.9 

LUhilitioo 20000.0 - 29999.9 
Zncoat 30000.0 - 39999.9 

Expanses 40000.0 - 49999.9 
Using tho LOsWHOlH C1ILD CABS CtKTIB Ooaoral Lodger Accounts chtrt, 
answer tho following questions: 

1. Bow aany "Asset" tccouatt trt there? 

2. What is the total of tho astats accounts? 

3. Bow aany "Liabilities" accounts aro there? 

4. What are the account tLiates for the two incoae accounts? 

5. t Bow long has this cantor been in operation? Bow csn you tell? 
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Account Naae 



11100.0 CASH IN BANK 

11111.0 CASH-PAYROLL ACCT . 

11200.0 CASH OH HAND 

11410.0 ACCOUNTS RECEIVABLE 

11500.0 PREPAID EXPENSES . 

16100.0 LAND 

16150.0 BUILDINGS 

16200.0 DEPRECIATION ON BUILDINGS 
M 16250.0 VEHICLES 

£ 16300.0 DEPRECIATION ON VEHICLES 

i 16350.0 EQUIPMENT 6 FIXTURES 

7 16400.0 DEPRECIATION ON EQUIP 6 PIXTRS 

£ 18100.0 DEPOSITS 

•■ 21300.0 ACCOUNTS PAYABLE 

21325.0 NOTES PAYABLE - CURRENT 

21350.0 DEFERRED INCOME 

21400.0 SALES TAX PAYABLE 

21500.0 WAGES PAYABLE 

21611.0 FEDERAL VHT PAYABLE 

21612.0 STATE HHT PAYABLE 

21613.0 FICA PAYABLE 
' 21614.0 STATE DIS1 INSURANCE 

21615.0 OTHER DEDUCTIONS 

22000.0 ACCRUED EXPENSES 

23000.0 NOTES PAYABLE - LONG TERM 

23100.0 MORTGAGE PAYABLE 
29000.0 MET WORTH 
31000.0 FEES INCOME 
q 32000.0 INTEREST INCOME 
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LONG HORN CHILD CARE CENTER D*t« 01/31/8 

General Ledger Accounts Page 1 

Thia Ho Thia Year Thie Qtr Prev Qtr-1 Prev 



4989.14 


4989.14 


4989.14 


0.00 


5316.73- 


5316.73- 


5316.73- 


0.00 


452.25 


452.25 •" 


452.25 


0.00 


2380.85 


2380.85 


2380.85 


0.00 


0.00 


0.00 


0.00 


0.00 


28500.00 


28500.00 


28500.00 


0.00 


126430.00 


126430.00 


126430.00 


0.00 


356.00 


356.00 


356.00 


0.00 


6984.00 


6984.00 


6984.00 


0.00 


120.00 


120.00 


120.00 


0.00 


29842.00 


29842.00 


29842.00 


OeOO 


245.00 


245.00 ' 


245.00 


0.00 


285.00 


285.00 


285.00 


OeOO 


431.86 


431.86 


431.86 


0.00 


8700.00 


8700.00 


8700.00 


A AA 

0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


176.32 


176.32 


176.32 


0.00 


0.00 


0.00 


0.00 


0.00 


387.53 


387.53 


387.53 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


42695.00 


42695.00 


42695.00 


0.00 


89629.00 


89629.00 


89629.00 


0.00 


51805.80 


51805.80 


51805.80 


0.00 


0.00 


3375.85 


3375.85 


0.00 


0.00 


23.12 


23.12 


0.00 


0.00 


50^00 


50.00 


0.00 



I 



Account Mmm 

42700.0 8HIPPINC 
43111.0 UGULAt PAY 
. 43112.0 OVElTXHi PAY 
43113.0 PIICB WOBK PAY 
43114.0 HEALTH 4 WELFARE PAY 
43115.0 VACATION PAY 
43114.0 OTHER PAY 
43117.0 NON-TAXABLE PAY 
43200.0 PAYBOLL TAXX8 
44000.0 ADVBBTI8ING 
44100.0 BANK 4 CUDIT CAM) CHARGES 
44200.0 CONTBACT 81 IV ICES 
44300.0 DEPBBCIATION 
44400.0 DUES 4 SUBSCRIPTIONS 
44500.0 FOOD 
44600.0 INSURANCE 
44700.0 INTEREST 
44800.0 EDUCATIONAL SUPPLIES 
44900.0 OFFICE SUPPLIES 
45000.0 POSTAGE 
45100.0 PROFESSIONAL FEES 
45200.0 RENT 

45300.0 REPAIRS & MAINTENANCE 
45400.0 TAXES & LICENSES 
45500.0 TELEPHONE 
45600.0 UTILITIES 
45700.0 VEHICLES 



LONG HORN CHILD CABS CBNTEB 
Central Ledger Accounts 



This Mo 


ThL Y««r 


This qtr 


A AA 

0.00 


A AA 

0.00 


A AA 


A AA 
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Date 01/31/8 
P«t« 2 



Pr.v Qtr-1 Pr.v 

0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
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0.00 
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LOMCHOIM CHILD CARE CtMTIt 
Cenerel Ledger Accounts 



Date 01/31/S4 
Page 1 



Account Maac 



i 



w 
rt 
c 

M 
I 

CD 



10000.0 ASSETS Sub 50 

11100.0 CASH III SANK 

11111.0 CASM-PAYIOLL ACCT 

11200.0 CASH ON HAND 

11410.0 ACCOUNTS IBCItVASLS . 

11500.0 PREPAID IXriHSBS 

U100.0 LAND 

16150.0 BUILDINGS 

16200.0 DBP1ECIATI0N ON BUILDINGS . 
16250.0 VBHICLB8 

16300.0 DBPBECIATION ON VBHICLK8 
16350.0 BQUIPMBHT 4 PIXTUBBS 
16400.0 DBPBBCIATION ON EQUIP 6 PIXTB8 
18100.0 DEPOSITS 

19999.0 TOTAL ASSETS Sub 90 

20000.0 LIABILITIES Sub 50 

21300.0 ACCOUNTS PAYABLE 

21325.0 H0TE8 PAYABLE - CUBBENT 

21350.0 DEPEBBED INCOME 

21400.0 SALES TAX PAYABLE 

21500.0 WAGES PAYABLE 

21611.0 FEDERAL WHT PAYABLE 

21612.0 STATE WHT PAYABLE 

21613.0 PICA PAYABLE 

21614.0 STATE DISB INSURANCE 

21615.0 OTHEB DEDUCTIONS 

22000.0 ACCRUED EXPENSES 

23000.0 NOTES PAYABLE - LONG TERM 

23100.0 MORTGAGE PAYABLE 

28900.0 TOTAL LIABILITIES , Sub 80 
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Direct Post int. Thit program allows amounts to b« directly posted 
to tht C/L accounts and to print the direct posting file when necessary. 
When this system is coordinated with the Accounts Receivable, Accounts 
Payable, and Payroll programs, one needs to post only those items which 
cannot be entered and updated from the coordinating modules. These would 
include postings made to adjust balances with errors. 

When the second selection is made from the General Ledger Main 
Menu, one is able to post directly to an account by entering the account 
number when prompted to do so. It is also possible to print all records 
in the Direct Posting Pile. Reports generated by the computer are only.- 
as valid as the user who enters the data. It is necessary to study the 
reports received from the program very, very carefully and correct any 
errors. Any good accountancy software general ledger program will have 
methods to cprrcct posting errors. 

Postint Update. This menu selection allows for merging direct 
postings into external postings; the postings are sorted and the Account 
file is updated. Updated reports are produced and the direct and 
external posting files arc cleared for further data. Whether the General 
Ledger program ia. coordinated with other programs or not, the Update 
option should be run during monthly processing after each extensive data 
entry session and whenever the posting files are approaching a file full 
condition. A "File Pull" message can be displayed by the G/L Direct 
Posting program or by module update programs such as Accounts Payable. 
At such times, it is necesssry to update the G/L before one can continue 
with the present operation at hand. 
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Additionally, it is always a good idea to run the Update program 
juat prior to the month-end report phase. Thia will help to insure that 
all pertinent financial data is in these reports. 

The Update program will produce an activity report which must be 
studied for errors. While the program will produce an error report, only 
the most blatant errors can be detected by the microcomputer. The old 
computer adage holds true here— "garbage in equals garbage out M . When 
correcting errors in the G/L, one must decide whether to use the direct 
posting option or to go back and process the correction through the 
appropriate module, such as Accounts Receivable. In any event, one 
should always document any corrections for future reference. 

Rtports. This program prints all General Ledger financial report?. 
A full set of reports should be run each month following th* final 
Posting Update for the month. 

First, one should run t trial balance and trial income report. Each 
of these reports should be examined for any possible errors and 
corrections made as needed. A second set of trial reports should be run 
following any corrections. When the trial. income statement is correct, 
then one should post the gross profit figure to Retained Earnings. Then 
a trial balance sheet should be printed. If the balance sheet is 
correct, one can print all special, monthly, quarterly, etc. reports. 
The following pages provide examples of a trial income sheet and a trial 
balance sheet generated by the SBSG General Ledger program. (Note: since 
no entries had yet been made in the program, the trial income sheet 
figures all are zeros.) 
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LONCHOIM CHILD CARE CENTER 
Trial IneoM Stotoaoot 



Account Him 



IMCOHC 



This Month 



31000.0 FEES INCOME * 0.00 

32000.0 XMTIUST IHCOHt °*°° 

TOTAL INCOMB * 0#0 ° 



BUSINESS EXPENSES 



H 
I 



ERJCO 



42400.0 
42700.0 
43111.0 
43112.0 
43113.0 
43114.0 
43115.0 
43116.0 
43117.0 
43200.0 
44000.0 
44100.0 
44200.0 
44300.0 
44400.0 
44500.0 
44600.0 
44700.0 
44800.0 
44900.0 
45000.0 
45100.0 
45200.0 
45300.0 



TRAVEL 
8IIIPPING 
IKCULA1 PAY 
OVERTIME PAY 
PIECE WORK PAY 
HEALTH 6 WELFARE PAY 
VACATION PAY 
OTHER PAY 
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DUES 6 SUBSCRIPTIONS 
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OFFICE SUPPLIES 
POSTAGE 
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REPAIRS 4 MAINTENANCE 



0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 

o.do 
o.oo 

0.00 



Dot* 01/31/8 
Foe« 1 



Pet 



0.00 
0.00 

0.00 



0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 

o.oo 

0.00 

o.oo 
o.oo 

0.00 
0.00 

o.oo 

0.00 

0 - 00 P41 
0.00 ' £4± 

0i00 FIGURE 2 



LONCHOIM CHILD CUE ami 0«tt 01/31/1 

Trial lacoaa Statoaeat Paga 2 



Account Man* This Month Pet 

45400.0 TAXIS 4 LICtMtlf ' 0.00 0.00 

45500.0 TILIPHOMI 0.00 0.00 

.'25 45400.0 UTXLtTIlt 0.00 0.00 

45700.0 vtmcus ... 0.00 0.00 

TOTAL IXFIMSIt $ 0.00 0.00 

NIT XMC0MI I 0.00 0.00 

w 
tt 
c 

< 8alas Accounts Total " 0.00 

i 

K> 

Debit Total 0.00 

Credit Total 0.00 

UTAIMIO IAMIHC8 0.00 
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LONCMOMI CHILD CAM CtiTII 
Trial IftUict Sfcctl 



Dtt* Ol/Ji/i 
Pag* 1 



tn 
ft 

c 
i 

< 

M 
I 

K> 



ACCQUBt 


■MM 


TfcU Moat* 




ASSETS 




nioo.o 


CASH IN RANK 


1 4SSS.14 


uui.o 


CASH-PAYtOLL ACCT 


5114.73- • 


11200.0 


CASH OK HAND 


4S2.2S 


11410.0 


ACCOUNTS UCtlVABU 


23SO.S5 


11500.0 


PtBPAID Elf lillt 


.•0.00 v 


14100.0 


LAND 


2S500.00 


14150.0 


SUILDIMCS 


124430.00 


14200.0 


DEPIECIATION ON SUIL0INC8 


354.00- . 


14250.0 


VEHICLES 


4984.00 


14300.0 


DKPtlCIATION ON VIHICUS 


120.00-. 


14350.0 


EQUIPMENT 4 PfXTUlES 


29842.00 


14400.0 


OtPIBCIATIOH ON EQUIP 4 SIXTHS 


245.00- 


18100.0 


Dt POSITS 


2S5.00 



TOTAL ASSETS 



193825.51 
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LONCHOEM CHILD CARE CENTER 
Trial Balance Sheet 



Data 01/31/8 
Page 2 
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r+ 
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M 
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Account 


Naae 


inis noQCn 




LIABILITIES 

U4MIAM4 A 1B9 




21300.0 


ACCOUNTS PAYABLE 


431. 86 


21325.0 


NOTES PAYABLE - CURRENT 


8700.00 


21350.0 


DEFERRED INCOME 


0.00 


21400.0 


SALES TAX PAYABLE 


0.00 


21500.0 


WAGES PAYABLE 


0.00 


21611.0 


FEDERAL WHT PAYABLE 


176,32 


21612.0 


STATE WHT PAYABLE 
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FICA PAYABLE 
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STATE DISS INSURANCE 


0.00 
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0.00 


22000.0 


ACCRUED EXPENSES 


0,00 


23000.0 


NOTES PAYABLE - LONG TERM 


42695.00 


23100.0 


MORTGAGE PAYABLE 


89629,00 


TOTAL LIABILITIES 




29000.0 


NET WORTH 


51805.80 


TOTAL 


LIABILITIES 4 NET WORTH 




Debit 


Total 


194546.51 


Credit Total 


194546.51 



142019.71 



$ 193825.51 



Proof 



0.00- 
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Learning Experience 2 



The Accounts Receivable Program 

Purpose 

The purpose of this exercise is to familiarize the student with the 
Accounts Receivable portion of a complete accounting system and to 
assist the student to develop the skills to enter information into a 
general ledger using a coordinated accounts receivable program. 
Objectives 

Following tht completion of this learning exercise, the student 
will be able to: 

1. Explain the function of an accounts receivable program 

2. Demonstrate skill in using an accounts receivable program for 
entering data into a general ledger program. 

3. Define the special features of the accounts receivable program 
being used. 

4. Explain the menu option* of* the accounts receivable program 
and demonstrate skill in their use by entering data and 
generating appropriate paper products from the data. 

5* Define the importance of an accounts receivable program for a 
child care center business. 

Introduction 

The primary objective of an Accounts Receivable microcomputer 
program is to prepare accurate and timely monthly statements to 
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customers. The child c*re administrator can generate the information 
required to control the amount of credit extended and the collection of 
money owed in order to maintain a proper cash flow for the business. 

It is important to note that almost all of the accounting software 
programs developed for small business users are designed to consider 
that the business "product" is a tangible one. This is not the case in 
child care. The "product" produced for sale to the customer in a child 
care center is quality child care and early childhood education. 
Nevertheless, most Accounts Receivable software packages can be 
effectively used by businesses such as a child care center when the 
actual "product" is a human service. It may be necessary to include 
certain account names, such as " shipping and handling" even though the 
balance will always be $00.00 in order for the program to operate 
correctly. .Such items are few and will not present any great 
inconvenience once the accounting system is set up. 

Most accounts receivable systems are "invoice oriented." What the 
system provides for the child care administrator is a bill or end of the 
month statement for the customer, the parent or parents of the children 
for whom the service is provided. 

The Small Business Systems Group Accounts Receivable program will 
serve as the model for the examples provided in this text. The 
instructor will provide the student with the necessary handouts to 
understand and operate the actual Accounts Receivable program being 
used • 

In the SBSG Accounts Receivable program, invoices can be entered 
before they are ready for billing, when they are ready for billing, 

ERIC stu " VI - 25 249 



after billing, or even after they art paid. Invoice information 
includes: 

1. Type of A/R transact ion—invoice, credit, or debit memo 

2. Customer p.o number 

♦ 

3. Description of P.O. 

4. Billing date 

5. General Ledger account number 

6. Invoice amount 

7. Shipping and transportation charges 
3. Tax charges 

9. Payment and payment progress information 

The SBSG A/R program can print a variety of reports. These reports 
include a summary or detailed listing of invoices not yet billed, open 
items (unpaid invoices), closed items (paid invoices), and aging for 
all, one, or a range of customers. Customer statements can also be 
printed, it is possible to purchase special computer statements with the 
letterhead of your child care center. This will be true for most of the 
better microcomputer accounting software packages. 

.In the SBSG accounting package, the Accounts Receivable . program is 
fully linked to the General Ledger program. The A/R program will post to 
Applicable accounts, including the income accounts specified by the 
user • 

The SBSG Accounts Receivable Menu 
t The A/R menu program loads and executes all other system programs. 
All system programs return to this main menu when the selected operation 
is completed. Printed below is the Main Menu for the SBSG A/R program. 
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Accounts Receivable Program Selection Menu 
Choose Program by Number 

I* 



1) Transaction Entry 

2) Transaction Print 

3) Transaction F/M 
' 4) Update 

5) Ledger 

6) Statements 

7) Customer F/M 

8) Tax Code F/M 

9) General Information F/M 

10) File Recovery 

11) End 

When an available option 1 through 11 .has b«en selected, then the 
menu program begins to load that program. Many of the programs may be 

quite lengthy* It is necessary to be patient and NOT tap any of the 
microcomputer keys in an effort to expedite this loading process. Many 
microcomputers have "type ahead 11 features; thus, and keystrokes made in 
a vain effort to speed up the microcomputer will be entered when the 
program is operational or fully loaded. When the program is fully 
loaded, a sub-menu will appear from which selections can be made in the 
entering of data into the program. 
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general Information F/M. (Remember that "F/M H ttandt for file 
management.) This general information includes the tame fifteen fields 
at were previously noted in the General Ledger program. The tame 
information should be entered into the General Information file; 
however, it is important to change the "Today's Date" entry at item 11 
so that the appropriate date will be entered for transactions completed 
on that date. 

Tar Code F/M. Nine fields are provided for the user to enter a 
description, tax rate,- and Income C/L number. Since this is an accounts 
receivable program, there will usually be no taxes to record except for 
a $00.00 for the G/L category which receives the income from customers. 
If, however, the child care administrator or business owner decides to 
publish and sell through the child care center budget a handbook for 
parents on places to take young children in the city, then a salts tax 
rate would have to be entered under this menu item. 

Cut tome r F/M. Thit it a tyttem tet up ttep. Here the uter would 
enter the namet of all "cuttomert;" that it, the parents who purchate - 
quality child care from the center. The tub-menu itemt to be included 



are: 



Cuttomer No. 



From 1 to file maximum 



1 Heme 



21 characters available 



2 Addr 



21 charactert available 



3 Addr 



4 Addr 



5 Lett activity (date) 



Numeric with no tlathes 



6 Billed latt year 



Dollar value to over 9 million 



ERLC 



Stu-VI-28 

252 



7 Billed this year Dollar value to over 9 Million 
(You should live to long at to bill 9 million dollara!) 

8 Phone mmber io digits 

This program allows one to add, change, or delete customer 
information. It will print a numeric or alpha aort customer list, an 
activity list, and will move totals at year-end. The figures on the 
following two pages present examples of a List of Customers and a 
Customer Activity Report. Both lists are presented numerically rather 
than alphabetically, but an alpha sort, or alphabetical list could have 
been generated using this A/R program. 



When the Customer F/M program is activated, the sub-menu will be as 
displayed below: 




LONGHORN CHILD CARE CENTER 
List Of Cut toners 



Date 
Page 1 



• Neae 



1 ANDERSON FAMILY 

2 BANNER FAMILY 

3 CLAYVORTH FAMILY 

4 DE BOYOS FAMILY 

5 GARCIA FAMILY 

6 HILL FAMILY 

7 MARTINEZ FAMILY 

8 MARTIN FAMILY 

9 HEAL FAMILY 

10 PEREZ FAMILY 

11 RODRIGUEZ FAMILY 

12 SALAZAR FAMILY 

13 TYSON FAMILY 
U WANG FAMILY 

13 ZIMMERMAN FAMILY 



Address 



7919 LAKEWOOO DRIVE 
1786 VEST MARIPOSA 
1402 APACHE 
3502 BRONI 
2398 NACOGDOCHES 
5628 ELLISON DRIVE 
2325 MARKET STREET 
3602 DEVIME STREET 
1975 ELSIE AVENUE 
3618 JOHQUILL LANE 
6917 HUMBLE STREET 
3602 IDLE WOOD DRIVE 
2178 MAGNOLIA STREET 
4820 CULEBRA ROAD 
' 1298 KYLE AVENUE 



SAN ANTONIO, TEX. 78220 

SAN ANTONIO, TEX. 78201 

SAN ANTONIO, TEX. 78207 

SAN ANTONIO, TEX. 78224 

SAN ANTONIO, TEX. 78209 

SAN ANTONIO, TEX. 78245 

SAN ANTONIO, TEX. 78225 

SAN ANTONIO, TEX. 78210 

SAN ANTONIO, TEX. 78204 

SAN ANTONIO, TEX. 78233 

SAN ANTONIO, TEX. 78225 

SAN ANTONIO, TEX. 78242 

SAN ANTONIO, TEX. 78201 

SAN ANTONIO, TEX. 78238 

SAN ANTONIO, TEX. 78224 



FIGURE 4 
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LONGMORN CHILD CARS CENTER 
Ctwtoaer Activity Rtport 



od* 



U«t Activity Currtnt Y««r La.t Y Mr 



1 ANDERSON FAMILY 

2 BANNER FAMILY 

3 CLAYWORTH FAMILY 

4 DE BOYOS FAMILY 

5 GARCIA FAMILY 

6 HILL FAMILY 

7 MARTINEZ FAMILY 

8 MARTIN FAMILY 

9 NEAL FAMILY 

10 FEREZ FAMILY 

11 RODRIGUEZ FAMILY 

12 SALAZAR FAMILY 

13 TYSON FAMILY 

14 WANG FAMILY 

15 ZIMMERMAN FAMILY 



1/31/84 
1/31/84 
1/31/84 
1/31/84 
1/31/84 
1/31/84 
1/31/84 
1/31/84 
1/15/84 
1/15/84 
1/15/84 
1/15/84 
1/15/84 
1/15/84 
1/31/84 



376.00 
652.00 
369.00 
268.50 
310.40 
321.00 
284.00 
369.60 
85.20 
92.40 
87.90 
75.00 
78.50 
84.00 
176.70 



0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.60 
0.00 



FIGURE 5 



Transaction Entry. T his program is used to process all 

transactions— invoices, credit memos and debit memos . Printed below is 

the sub-menu for the Transactions Entry program: 



Customer Number 

Type (of transaction) 

Cust. Order Mo. 
Bill Date 
Tax Code 

Invoice Amount g 
Shipping/Hand ling 
Payment 

Progress Due Date 
Field fro Change 



Select one from the Customer F/M 
Prompts will appear on the screen 

for invoice, billing, payment, etc, 

PO number up to 6 characters 

Enter valid date 

One through nine 

0 to over 9 million dollars 

0 to over 9 million dollars 

over 9 million dollars 
Hit (enter) 
Hit 0 for none 



When all transactions have been entered, one can then print out a 
list of those transactions by selecting Transaction Print from the main 
menu. Figure 6 on the following page is an example of the report that 
would be obtained from the Transaction Print mode. 

Transaction F/M» This program allows one to make, any .corrections to 
transactions stored in the file. Thus, when invoice payments are made, 
this program allows one to enter the payment amount into the program. 
The system also performs a self-check. If any inconsistencies are found, 
then the bulletin "Date or Amount Field Missing or Negative Balance" 
appears as a flashing message on the screen. 
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LONCHORM CHILD CAU CENTER 
A/t Transactions 



Inv Amt 



w 


0 


New Transact ions 


0.00 


ft 
c 


0 


Inv Billing Transactions 


0.00 


1 

<; 


0 


Inv Payment Transactions 


0.00 


»-i 


0 


Prog Payment Transactions 


0.00 


U) 
K) 


0 


Delete Transactions 


0.00 




0 


Modify Transactions 


0.00 






Totals 


0.00 



Start Record # 
End Record # 
Available Reca 



1 

0 

299 



Date 09/15/84 
Page 1 



Ship 


Taxes 


Inv Pay 


Prog Data Prog Bill 


Prog Pay 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 
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Update. This program updates tht invoice, customer, cod C/L external 
potting file, if tht two systems art coordinated. Ont should always 
chtck transactions thoroughly btfort choosing to update. This would bt 
dont by comparing tht A/ft Transactions rtport with original data. 

Although transactions art not lost fro* day to day, it is best to 
updatt immediately afttr an extensive data tntry session. Thus , customer 
filts trill carry up-to-date totals and tht C/L information tnttrs tht 
C/L external posting. Even more -important / running tht Updatt program 
Mans that all currant invoices art available for stattMnt production, 
and new transactions art chtcktd for duplication against tht invoices on 
filt. Pigurt 7 provides a sample of a portion on an Updatt Itport. 

Uhtn completed, tht Updatt option trasts tht transaction filt. How 
ofttn out sight nttd to updatt will dtptnd on tht volume of 
transactions, tht nttd to gtntratt statements, and tht nttd to updatt 
tht Central Ltdgtr. 

Tht C/L updatt is automatic for systems that art coordinated; 
however, out should not proceed to statement printing until all update 
reports are carefully att iied end deeded correct. 

The A/1 Ledger. This program is the report phase producing 
detailed, tumiry or customer rauge reports of open items, aging 
analysis, closed items, and unbilled invoices in the system. The program 
is designed to delete closed items from the list when selected. 
The* figures on the following pages provide samples of the A/ft Open Items 
and Aging Analysis Reports produce by the SBSC Accounts Receivable 
Program. 
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LOMGHORM CHILD CARE CENTER 
A/R Update 



Date 09/15/84 

Page 1 



Rec Cuft Inv # Cash Acct Rcvb Sales Inc Defer Inc Shipping Taxes Inv Aat Tax Type op 



1 1 17 55.00 25.00 80.00 0.00 0.00 
G/L #31000.0 

2 2 18 0.00 86.00 86.00 0.00 0.00 
G/L #31000.0 



0.00 80.00 0 7 1 

0.00 86.00 0 7 1 
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LOHGHORN CHILD CARE CENTER 
A/R Open Items 



Date 09/15/84 
Pigc 1 



Inv » T Cuit Order # D«ac Bill Date • Inv A»t Ship Taxes Total Inv Pay Prog Bill Prog Pay Prog- 



lust: 1 ANDERSON FAMILY Sales YTD 376.00 Laat Year 0.00 

Total Bal 216.00 1 Invoices 216.00 0.00 0.00 216.00 0.00 0.00 0.00 



:ust: 2 BANNER FAMILY Sales YTD 652.00 Last Year 0.00 

Total Bal 480.00 1 Invoices 480.00 0.00 0.00 * 480.00 0.00 0.00 0.00 



Just: 3 CLAYWORTH FAMILY Sales YTD 369.00 Last Year 0.00 

Total Bal 290.00 1 Invoices 290.00 0.00 0.00 290.00 0.00 0.00 0.00 

)ust: 4 DE HOYOS FAMILY Sales YTD 268.50 Last Year ' 0.00 

Total Bal 185.00 1 Invoices 185.00 0.00 0.00 185.00 0.00 0.00 0.00 



:ust: 5 GARCIA FAMILY Sales YTD 310.40 Last Year 0.00 

Total Bal 215.00 1 Invoices 215.00 0.00 0.00 215.00 0.00 0.00 0.00 



Just: 6 HILL FAMILY Sales YTD 321 .00 LasfYear 0.00 

Total Bal 249.00 1 Invoices 249.00 0.00 0.00 249.00 0.00 0.00 0.00 
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LONGHORN CHILD CARE CENTER 
A/R Open I tea* 



Date 09/15/84 
Page 1 



Inv # T Cuat Order # 



Deac Bill Data Inv Aat 



Cuat: 1 ANDERSON FAMILY 
16 1 TUITION 

G/L #31000.0 
Total Bal 216.00 



Salea YTD 456.00 
1/31/84 216.00 



1 Invoice* 



216.00 



Ship 



Laet Year 

0.00 

0.00 



Taxea Total Inv Pay Prog Bill Prog Pay PrO| 



0.00 • 
0.00 216.00 



0.00 



216.00 



0.00 
0.00 



0.00 
0.00 



0.00 
0.00 



Cm t : . 2 


RANNFB FAMTT Y 




Si I* a YTfi 


/ JO a V/V 


I~aaf Year 


0 00 












17 1 


TU IT ION 




1/31/84 


HOU a W 


0 00 


0 00 


Attn 00 


0 00 

1/ a W 


0 00 

W a vV 


n 00 




» * 


G/L #31000.0 






















Total 


Bal 480.00 


1 


Invoices a 


480.00 


0.00 


0.00 


480 a 00 


0.00 


0.00 


0.00 




Cus t i 3 


CLAYWOtTH FAMILY 




Silti YTD 

J* IV* 1 iu 


369 00 


iMil W ICIt 


n on 

V/ a W 












18 1 


TU IT ION 




1/31/84 


"290.00 


0 00 


0 00 

V/ a W 


9Qn no 


0 no 


0 00 


n on 






G/L #31000.0 






















Total 


Bal 290.00 


1 


Invoices 


290.00 


0.00 


0.00 


290.00 


0.00 


0.00 


0.00 




Cuat: 4 


DE HOYOS FAMILY 




Sales YTD 


268.50 


Laat Year 


0.00 












19 1 


TUITION 




1/31/84 


185.00 


0.00 


0.00 


185.00 


0.00 


0.00 


0.00 






G/L #31000.0 






















Total 


Bal 185.00 


1 


Invoices 


185.00 


0.00 


0.00 


185.00 


0.00 


0.00 


0.00 




Cuat: 5 


GARCIA FAMILY 




Salea YTD 


310.40 


Laat Year 


0.00 












20 1 


TU IT ION 




1/31/84 


215.00 


0.00 


0.00 


215.00 


0.00 


0.00 


0.00 






G/L #31000.0 






















Total 


Bal 215.00 


1 


Invoicea 


215.00 


0.00 


0.00 


215.00 


0.00 


0.00 


0.00 




Cuat: 6 


HILL FAMILY 




Salea YTD 


321 .00 


Laat Year 


0.00 












21 i 


TUITION 




1/31/84 


249.00 


0.00 


0.00 


249.00 


0.00 


0.00 


0.00 






G/L #31000.0 






















Total 


Bal 249.00 


1 


Invoicea 


249.00 


0.00 


0.00 


249.00 


0.00 


0.00 


0.00 
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LONG HORN CHILD CARE* CENTER 
A/R Closed Item* 



Inv I T Cunt Order # 



Detc Bill Date Inv Aat 



Ship 



Taxes 



Cust: 1 ANDERSON FAMILY 

1 1 JANTUITION 

G/L #31000.0 
Cust. 2 BANNER FAMILY 

2 1 JANTUITION 

G/L #31000.0 
Cust: 3 CLAYWORTH FAMILY 

3 1 JANTUITION 

G/L #31000.0 
Cust: 4 D£ HOYOS FAMILY 

4 1 JANTUITION 

G/L #31000.0 
Cust: 5 GARCIA FAMILY 

5 1 JANTUITION 

G/L #31000.0 
Cust: 6 HILL FAMILY 

6 1 JANTUITION 

G/L #31000*.. 
Cust: 7 MARTINEZ FAMILY 

7 1 JANTUITION 

G/L #31000.0 
Cust: 8 MARTIN FAMILY 

8 1 JANTUITION 

G/L #31000.0 



1/15/84 80.00 



1/15/84 86.00 



1/15/84 79.00 



1/15/84 83.50 



1/15/84 95.40 



1/15/84 72.00 



1/15/84 76.00 



1/15/84 82.60 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 



0.00 
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Date 09/15/84 
Page 1 

I 

Total Inv Pay Prog Bill Prog Pay 



80.00 80.00 0.00 0.00 

86.00 86.00 0.00 0.00 

79.00 79.00 0.00 0.00 

83.50 83.50 0.00 0.00 

95.40 95.40 0.00 0.00 

72.00 72.00 0.00 0.00 

i 
i 

76.00 76.00 0.00 0.00 

82.60 82.60 0.00 0.00 
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LONCHORN CHILD CARE CENTER 
A/R Aging Analyaia 



Dace 09/15/84 
Page 1 



Cuat 


# 


Cua toner 


Phone 


Total Bal 


Current 


30 Day 60 Day 


90 Day 


Prog 


Curr 


Pr 10-Day Pro 


CuaCS 


1 


ANDERSON FAMILY 




(512) 649-0316 
216.00 


Salea 

0.00 


YTD 


456.00 

0.00 


Laat 

0.00 


Year 

216.00 


0.00 


0.00 


0.00 


Cuat : 


2 


BANNER FAMILY 




(512) 230-9244 
., 480.00 


Salea 

0.00 


YTD 


738.00 

0.00 


Laat 

0.00 


Year 

480.00 


0.00 


0.00 


0.00 


Cuat: 


3 


CLAYWORTH FAMILY 




(512) 220-2506 
290.00 


Salea 

0.00 


YTD 


369.00 

0.00 


Laat 

0.00 


Year 

290.00 


0.00 


0.00 


0.00 


Cuat : 


4 


DE HOYOS FAMILY 




(512) 626-4394 
185.00 


Salea 

0.00 


YTD 


268.5) 

0.00 


Laat 

0.00 


Year 
185.00 


0.00 


0.00 


0.00 


Cua t : 


5 


GARCIA FAMILY 




(512) 231-6030 
215.00 


Salea 

0.00 


YTD 


310.40 

0.00 


Laat 

0.00 


Year 

215.00 


0.00 


0.00 


0.00 


Cuat : 


6 


HILL FAMILY 




C512) 623-3922 
249.00 


Salea 

0.00 


YTD 


321 .00 

0.00 


Laat 

0.00 


Year 

249.00 


0.00 


0.00 


0.00 
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The A/R Statements »T his program prints the billing statements by 
customer range in a format which is consistent with that used by many 
contiguous forms producers. Thus, one can purchase special statement, 
paper with the company letterhead on it. In using this program, one need 
only select the range of customers for whom statements are to be 
produced. All Open Item Invoices are printed in numerical order with 
aging indicated a Current (under 30 days) or Past Due (over 30 days). 
Figure 11 is a copy of a statment from this program. 

File Recovery* The file recovery program is included to 
automatically place "end of markers' 1 on any data file which has been 
left open. It displays the name of each file as it is inspected and 
indicates whether the any files had to be restored. There is no user 
input needed to execute this program other than the selection process 
from the ma La menu. 

End^ The program provides and orderly exit from the A/R module. It 
is the only valid way to exit the A/R program and return to the Disk 
Operating System. 
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Page 1 



09/15/84 
1 



ANDERSON FAMILY 

7919 LAKE WOOD DRIVE 

SAN ANTONIO, TEX. 78220 



Cuetoaer Order # lav # Inv Tot. Inv B*l. 
1/31/84 TUITION 16 216.00 216.00 216. OOP 



** Total Due — > 216.00 
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Learning Experience 4 



Tht Accounts Payable Proa ram 



Purpose 

Tht purpose of this learning exercise is to familiarize tht student 
with tht Account* Payable portion of t complete accounting system and to 
attitt tht student to develop tht. skill* to tnttr information into a 
gtntral ltdgtr coordinattd system uting tht microcomputer . 
Objtctiyta 

Pol loving tht completion of thia Uarning extrcist, tht ttudtnt 
will bt ablt to: 

1. ExpVain tht function of tht Accounts Payablt program. 

2* Demons trete skill in entering data into tht Gtntral Ltdgtr from 

tht Accounts Payablt program* 
3* Ust tht Accounts Payablt program to print checks to vendors ♦ 
4, Explain tht vain* of backup disktttts in an Accounts Payablt 
program. 

Introduction Tht pur post of an Accounts Payable systtm is to record 
and process invoices , credit memos, and debit memos resulting from 
purchases and credits acquired through the day-to-day dealings with 
various suppliers. Each supplier may be assigned a numeric code to 
create a vendor file record containing the vendor 1 s name, address, 
telephone number, activity date and total purchase dollars for the year 
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and tht last year. In « computerised system, ell this data is available 
for change and print with a year-end clear for total purchase fields. 

An Accounts Payable system will calculate and produce checks in 
payment of outstanding invoices and apply credit memos. In addition, 
this type of accounting program will produce cash management reports 
which provide up-to-date financial information to guide cash disburse- 
ments. Depending on the program being utilised, several reports could be 
available to the user. The information in these reports would be helpful 
in the analysis of payments, expenses, purchases, and cash requirements. 

Moat Accounts Payable programs available for a microcomputer system 
are going to be "invoice oriented. 11 Thus, everything revolves around the 
invoice. Transactions produced are recorded as invoice #, giving the 
description , the buyer, check register number, date, age date, amount 
of the in voire*, any applicable discount, freight, tax and total payable. 
In the SBSG Accounting package, each invoice produced by the Accounts 
Payable program can be distributed to up to five General Ledger account 
numbers. Transaction print and file maintenance procedures insure 
accuracy. 

In this Accounts Payable program, the "update" procedure writes the 
transactions to the invoice file. Only updated transactions are 
considered ready for payment. The program will produce an update report 
which includes a detailed listing of transactions, an error report, and 
a suamary of the impacted G/L accounts. When this system is fully ccor- 
ated, these invoices feed cash and A/P accounts automatically. 

The reports produced by this Accounts Payable program include open 
item listings and closed item listings both in suamary and detailed 
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form, debit and credit memo listings, aging, check register report and a 
vendor listing and vendor activity. 

There are twenty-eight separate programs which make up the Accounts 
Payable program. These include such items as the main menu, an open 
invoice sort, a check calculation program, a check writer program, a 
vendor alpha list, a program to correct any transactions entered into 
the system, a general information file, and an A/P transactions file. 

Using the Accounts Payable Program The usual power-on procedures 
should be- followedwith this program. For the Radio. Shack ..Model. 
Ill and 4 microcomputer systems this would include turning on the 
printer and any additional disk drives, then turning on the 
microcomputer. 

The Accounts Payable diskette should be mounted into drive 0 with the 
data diskette mounted in drive 1. 

For the Accounts Payable program, backup diskettes should be 
maintained on two levels: 

1. Yearly - one diskette A/P data labeled "Not for Use—Year End XX 
Verified Data" and maintained for file with all yearly data 
veri-fied. 

2. Current - diskettes on an OLD/NEW rotating basis should be main- 
tained at all key levels of input. A "key level" would be any 
time data is input or updated (before one turns off the com- 
puter for the day). 

Backup diskettes will allow one to recover data for the key periods of 
last year/end and yesterday. 

The A/P Menu appears as shown on the following page. 
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Account Payable Program Selection Menu 

Choose Program by Number 

** 

1) Transaction Entry 

2) Transaction Print 

3) Transaction F/M 

4) Update 

5) Check Calculate 

6) Check Register 

7) Check Writer 

8) Ledger 

9) Vendor F/M 

10) Information F/M 

11) General Information File 

12) File Recovery 

13) End 

Three menu items are used in setting up the Accounts Payable 
system. These are: 

11) General Information. This program allows the user to enter 
information such as the company name, address, today's date, period 
start and end and several items used by the payroll program such as 
hourly rate, payroll check number, fiscal year end, etc. 
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10) Aging Information F/M. With this program the user can set 
aging period and check register number. 

9) Vendor F/M. This program allows the user to add, change, 
print or delete vendor records on the vendor file. Also year end 
clearing of activity information is available here. The user first 
assigns a vendor number in the range of 1 to 99999. Vendor information 
can then be keyed into the system including name , address, last 
activity, purchase last year, purchase this year, and phone number. 

. Available options for the Vendor F/M a*e to add a record, change or 
delete a record, print vendor information, move totals to year end, or 
exit to the A/P main menu. One recalls vendor information by the record 
number; however, if an invalid record number is entered, then the phrase 
"Not on File" will be flashed oo the screen. 

The primt option allows the user to produce an activity report, a 
list of vendors by vendor number or a Alpha list of vendors. 

When all necessary information has been keyed into the three 
programs mentioned above, the Accounts Payable program is ready to 
receive and process transactions using the Transactions Entry ■ program. 
This menu option will be .the moat .used in the A/P module. All new data 
is entered using this por t ion of the program. Once recorded , 
transactions remain on file until Update is run. Transactions can be 
changed but only by using option #3 in the Transaction F/M program. 
Updating transactions writes them to the invoice file. Invoices can be 
changes only through the modify or delete operation from this menu. 
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When the Transaction Entry program it fully loaded into the 
microcomputer p six options are provided which are: O-Exit, l«New 
Invoice, 2»Delete information, 3-Modify information, 4»Credit memo and 
5-D«bit memo. Items 1, 4, and 5 add new transactions while items 2 or 3 
will alter invoices. 

The following example will give some indication of how this 
Accounts Payable program works when a new transaction is to be entered 
into the system. Suppose that the owner of the Longhorn Child Care 
Center is going . to at tend the Nat ioaal Asaociat ion for the Education of 
Young Children Conference in Anaheim, California this year. She 
purchases her airline ticket through the West Winds Travel Agency and 
has received her ticket and invoice from the agency. Now the director 
wishes to enter this information into the Accounts Payable program. 
From the main menu, the director selects option number 1 which is A/P 
Transaction Entry. The screen now presents her with a sub-menu from 
which she selects "New Invoice" . This choice brings up another screen 
with the prompt to enter the vendor number. Figure 12 on the following 
page is an A/P printout of the list of vendors in numeric order. Note 
that the West Winds Travel Agency is Vendor 1. Having keyed in the 
number 1, the center director now sees displayed the following: 



A/P Transaction Entry New Invoice 

or 

New Db Memo 

Vendor 1 

Invoice ***** WEST WINDS TRAVEL AGENCY 
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LONG HORN CHILD CARE CENTER 
Li*t Of Vendors 



Page 



Date 01/31/84 
1 



e 


(line 


k A A y m + a 
Add I % m m 










Phone No. 


1 


UPCT ut unc TRAVEL AHPNPY 


?S77 1APK<%nN tfPT T PR ROAH 
*-J 1 t JAU^DUn MiLLbR RAJ Ax/ 


SAN 


ANTONIO f 


TP Y 


/oZJU 






2 


EXPRFSS-NEWS fY)RPOttATTOM 

uAi n&ww nblftf VA/lu vnAl iun 


AVPNI1F t A iRn <?TRFFT 


SAN 


ANTONIO, 


TPY 


/ O £ AO 


(512) 


22S-7A1 1 

4. A- J /Hi 1 


3 


NAT'NAL BANK OF COMMFRCE 


P 0 HRAUFR 121 

a • V7 • L/RAITJj IV 111 


SAN 


ANTONIO. 


TPY 


78291 

I04/1 


(512) 


22S-251 1 


4 


ABC PEST CONTROL 


10022 TH 35 NORTH 

1 V V A A III ' «/ MV I\ 1 11 


SAN 


ANTONIO, 


TP Y 


/ OA JO 


(512) 


£56-5050 


5 


PRONTO CLEANING SERVICES 


311 PURR HRTVP 

J X A A \J KX L/ik iTb 


SAN 


ANTONIO, 


TRY 


7A209 


(512) 


714-4*1 82 


6 


SAN ANTONIO CHAMBER COMM 


602 EAST flOMMFRTF STRFET 


SAN 


ANTONIO, 


TPY 


/ O AVO 


(512) 


229-2100 


7 


PARENTS MAGAZINE ENT. 


80 NFU BRIDGE ROAD 


BERGENFIELD, 


N 1 


07621 

Ur Oil 


(201 ) 

V *v X / 


842-9000 


8 


KEF FERN AN SCHOOL SUPPLY 

i **■* AAA* IV11 fc# W 1 1 W/ 1_< fc# V A A A4 A 


2111 UF«IT AVENUE 


SAN 


ANTONIO. 


TEX. 


78223 


(512) 


732-1136 


9 


SYSCO FOOD SERVICES 


5711 FARM ROAD 78 

«r r A A A niU4 nvfll/ r W 


SAN 


ANTONIO. 


TEX. 


78253 


(512) 


661-4581 


10 


MARTINEZ INSUR. AGENCY 


1821 SW MILITARY DRIVE 


SAN 


ANTONIO. 


TEX. 


78289 


(512) 


922-5611 


11 


PAUL ANDERSON COMPANY 


3A85 FREDRICKSBURG ROAD 


SAN 


ANTONIO. 


TEX. 


78238 


(512) 


734-8111 


12 


CAMPOS MAINTENANCE SERV . 


6936 SAM PEDRO AVENUE 


SAN 


ANTONIO. 


TEX. 


78246 


(512) 


822-6287 


13 


SOUTHWESTERN BELL TELEPH 


P.O. BOX 90 


SAN 


ANTONIO. 


TEX. 


78287 


(512) 


229-7922 


14 


CITY PUBLIC SERVICE 


4919 EAST HOUSTON STREET 


SAN 


ANTONIO, 


TEX. 


78221 


(512) 


225-2541 


15 


DIAMOND SHAMROCK 


P.O. BOX 631 


AMARILLO, TEX. 79173 


(806) 


594-6300 


16 


ALEX'S GARAGE 


1101 CASTROV ILLE ROAD 


SAN 


ANTONIO, 


TEX. 


78264 


(512) 


432-9265 



ERIC 



278 



Stu-VI-46a 



279 



2577 JACKSON KELLER ROAD 

SAN ANTONIO, TEXAS 78230 
The director must now assign an invoice number THAT HAS NOT BEEN 
USED* Duplicate numbers can cause real problems in this program. 
Having assigned an appropriate invoice number, the director will be 
presented with a new screen on which will appear prompts to enter a 
descrption on the item purchased (up to eight letters in length), the 
initials of the buyer, the check register number, the invoice date, the 
age date, the amount of the invoice, a discount if applicable, freight 
and tAX charges. Having entered all of this information, the program 
will automatically calculate the total for this invoice. If the A/P 
program is coordinated with the General Ledger program, then another 
screen will appear which will allow the center director to distribute 
the total aAount of the invoice to the appropriate G/L accounts. One 
account from the G/L Chart of Accounts will be used. Account number 
42400.0 is the Travel Account, so the amount of the airline ticket will 
be entered into the general ledger under this account number. 

•.Three other portions of the A/P program can now be initiated by the 
center director— the check calculate, check register, and check writer 
programs. Figure 13 presents a copy of the printout from the check 
writer program. Specially printed checks can be purchased that can be 
used on the microcomputer printer. Figure 5 is a sample check register 
report • 

• The following pages present examples of some of the other reports 
that can be generated using the SBSG Accounts Payable program. These 
include a Vendor Activity Report which lists the vendors numerically, 
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CHECK WRITER PROGRAM OUTPUT SAMPLE 



1/04/84 



Invoice # 
4 



CLEANING 



$50.00 



$0.00 



$50.00 



1/25/84 102 



$50.00 $0.00 
PRONTO CLEANING SERVICES Page 1 OF 1 



$50.00 



• .January 25,1984 102 



★******50 . 00 



**Pifty Dollars And No Cents* 



PRONTO CLEANING SERVICES 

311 FURR DRIVE 

SAN ANTONIO, TEX. 78209 
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LONGHORN CHILD CARE CENTER 
A/P Check Register 



Date 01/31/84 
Page 1 



Date Inv No. Description Amount Discount Freight Taxes Net Amt 



Check No. 



in 
rt 
c 
i 

< 

M 
I 

£> 
-J 

tr 



Register 102 
1/04/84 
1 I tea 

Register 103 
1/10/84 
1 I tea 



PRONTO CLEANING SERVICES 
CLEANING 50.00 
50.00 

SYSCO FOOD SERVICES 
FOOD 110.00 
110.00 



Date 1/25/84 



Date 1/25/84 



50.00 
50.00 



110.00 
110.00 



Register 104 
1/03/84 
1 I tea 



HE F PERU AN SCHOOL SUPPLY 
SUPPLIES 56.40 
56.40 



Date 1/25/84 



2.82 
2.82 



59.22 
59.22 



Register 105 12 
1/10/84 11 
1 Itea 



CAMPOS MAINTENANCE SERV. 
MA INT 25.00 
25.00 



Date 1/25/84 



25.00 
25.00 



Register 106 13 
1/05/84 12 
1 Itea 



SOUTHWESTERN BELL TELEPH 
TELEPH 28.50 
28.50 



Date 1/25/84 



0.48 
0.48 



28.98 
28.98 



Totals 



269.90 



0.00 



0.00 



3.30 



273.20 



ERIC 
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indicating the date of the Last activity, current and last year's 
activity and totals. An A/P Ledger Open Items Listing can also be 
generated as veil as a Closed Item Listing and an Update Report. 
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LONGHORN CHILD CARE CENTER 
Vendor Activity Report 



Code Neae Last Activity Current Year Lett Yea 



1 WEST HINDS TRAVEL AGENCX 12/31/83 

2 EXPRESS-NEWS CORPORATION 12/31/83 

3 NAT' HAL BANK OF COMMERCE 12/31/83 

4 ABC PEST CONTROL i' 12/31/83 

5 PRONTO CLEANING SERVICES 1/25/84 

6 SAN ANTONIO CHAMBER COMM 12/31/83 

7 PARENTS MAGAZINE ENT.j/ 12/31/83 

8 HEFPERNAN SCHOOL SUPPLY 1/25/84 

9 SYSCO FOOD SERVICES 1/25/84 

10 MARTINEZ INSUR. AGENCY 12/31/83 

11 PAUL ANDERSON COMPANY 12/31/83 

12 CAMPOS MAINTENANCE SERV. 1/25/84 

13 SOUTHWESTERN BELL TBLEPH 1/25/84 

14 CITY PUBLIC SERVICE 12/31/83 

15 DIAMOND SHAMROCK 1/25/84 

16 ALEX'S GARAGE 12/31/83 



0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 



0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 
0.00 



0.00 



0.00 
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LONGHORN CHILD CAKE CENTER 
Kit Ledger Closed I tea Listing 



Date 01/31/84 
Page 1 



Vendor 


Inv # 


Deter. 


Buy Inv Date 


Pay Date 


Ck Reg 


(G/L #) 


Aaount 


Discount 


Other 


Net Dui 


.1 


1 


AIRFARE 


BS 


1/05/84 


1/05/84 


101 


42400.0 


45.00 


0.00 


5.00 


50.00 


1 


2 


AIRFARE 


ws 


9/01/84 


9/11/84 


8 


42400.0 


125.00 


12.50- 


9.85 


122.35 


5 


4 


CLEANING 


BS 


1/04/84 


I /i5/ 84 


102 


44200.0 


50.00 


0.00 


0.00 


50.00 


8 


9 


SUPPLIES 


BS 


1/03/84 


1/25/84 


104 




56.40 


6.00 


2.82 


59.22 


C/L 


44800.0 44900.0 
















Amt 


46.39 


12.83 
















9 


7 


FOOD 


BS 


1/10/84 


1/25/84 


103 


44500.0 


110.00 


0.00 


0.00 


110.00 


12 


11 


MA INT 


BS 


1/10/84 


1/25/84 


105 


45300.0 


25.00 


0.00 


0.00 


25.00 


13 


12 


TELEPH 


B3 


1/05/84 


1/25/84 


106 


4S500.0 


28.50 


0.00 


0.48 


28.98 


15 


14 


GAS-OIL 


BS 


1/10/84 


1/25/84 


107 


45700.0 


32.58 


0.00 


0.00 


32.58 



10 20 30 60 > 
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LONG HORN CHILD CARE CENTER 
A/P Ledger Closed Ite» Listing 



Date 01/31/84 
P«ge 1 



Aaount 



Die count 



Other 



Net Due 10 20 30 60 > 



Total* 



8 Invoice* 



472.48 



12.50- 



18.15 



478.13 



This Report Include* Invoice* Froa 
Open Invoice* 8 
Closed Invoice* 8 
Deleted Invoices 0 
Active Invoices 16 



1/01/84 To 12/31/84 



ii:, 
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LONG HORN CHILD CARE CENTER 
A/P Ledger Open Itea Li»cing 



Date 01/31/84 
Page 1 



Vendor Inv # *De.cr. Buy Inv Date Pay Date Ck Reg (G/L #) Aaount Di.count Other Net Due 

EXPRESS-NEWS CORPORATION (Year To Date 0.00 ) (Laat Year 0.00 ) 

-Account Tot. la * 18.50 0.00 0.00 18.50 

ABC PEST CONTROL (Year To Di . e 0.00 ) (Laat Year 0.00 ) 

-Account Total. 35>00 0.00 0.00 35.00 

SAN ANTONIO CHAMBER COMM (Ye.r To D.te 0.00 ) (La.t Year 0 00 ) 

-Account Total. 25.00 .. 0.00 0.00 25.00 

PARENTS MAGAZINE ENT. (Ye.r To D.te 0.00 ) (La.t Ye.r 0 00 ) 

-Account Total. ^.00 0>00 0.00 15.00 

MARTINEZ INSUR. AGENCY (Year To Date 0.00 ) (La.t Ye.r 0.00 ) 

-Account Tot.l. 200>00 0.00 0.00 200.00 

PAUL ANDERSON COMPANY (Ye.r To D.te 0.00 ) (La.t Ye.r 0.00 ) 

-Account Tot.l. 34 >96 QJ)Q li2J 36 . 21 

CITY PUBLIC SERVICE (Ye.r To D.te 0.00 ) (La.t Ye.r 0.00 ) 

-Account Tot.l. 89>0 0 0.00 0.00 89.00 

ALEX'S GARAGE (Ye.r To D.te 0.00 ) (L«.t Ye.r 0.00 ) 

—Account Total. 12 . 8 5 0.00 0.30 13.15 



ERIC 
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LONGHORN CHILD CARE CENTER 
. A/P Update Report 



Date 01/31/84 
P*g« 1 



0 Invoice Transactions 

0 Delete Transactions 

0 Modify Transactions 

0 Credit Heao Transactions 

0 Debit Meso Transactions 

0 Transactions 



Amount 


Discount 


Freight 


Taxes 


Total 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 


0.00 



Errors 
0 
0 
0 
0 
0 



G/L Postings 
11100.0 Cash 
21300.0 Accounts Payable 

All Others ♦ 



0.00 
0.00 



0.00 



0.00 



ERLC 
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Summary The accounting program described here it a rather complex 
one. The greatest advantage of such a system is its flexibility and 
coordination among the various programs — General Ledger, Accounts 
Receiveable, Accounts Payable and a Payroll program not described in the 



text. This particular accounting program does require the assistance of 
an accountant to make sure that it is properly utilized. However, 



for uae. The child care„:adminiatrator should carefully delineate which 
accounting functions are to be done using the microcomputer before 
investing in either a microcomputer or available software. As was 
mentioned in the begining of this text, one should always thoroughly 
analyze existing software before purchasing a microcomputer. The 
microcomputer will only be as useful a tool as the software that is 
available to the user. 




wide variety of accounting programs available 
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